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Introduction
The Completing and Distributing Forms appendix covers those forms 
related to airport and maritime operations which you are responsible 
for completing (wholly or partially), signing, and distributing. In the 
interest of legibility, the forms in this appendix have been typed. While 
it is not necessary to type all forms, the following forms must be 
typed:

PPQ Form 227, Request for U.S. Customs Action 
PPQ Form 280–R, Report of Regulated Importations 
PPQ Form 519, Compliance Agreement 
PPQ Form 523, Emergency Action Notification

Forms other than those listed above may be legibly handwritten in 
ink.
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PPQ Form 203, Foreign Site Certificate of Inspection and/or Treatment
PPQ Form 203, Foreign Site Certificate of Inspection and/or Treatment

FIGURE A-1-1  Example of PPQ Form 203, Foreign Site Certificate of Inspection and/or Treatment
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PPQ Form 203, Foreign Site Certificate of Inspection and/or Treatment
Purpose
PPQ Form 203 verifies that PPQ has precleared the commodity it 
accompanies (either through inspection or treatment) at the foreign 
site.

Instructions
The Port of Entry (POE) Officer examines this form when a precleared 
commodity arrives at your port. 

The APHIS officer completes this form at the foreign site where the 
commodity is inspected or treated. The form may either be 
handwritten in ink or typed. Use Table A-1-1 to decide what 
paperwork should be presented upon the arrival of a precleared 
commodity.

Verify that any seals listed on the form are still intact. Also, confirm 
that the information and conditions described on the form agree with 
the cargo manifest, invoice, or other Customs entry documents. 
Contact PPQ Program Support at 301/734-8295 if any of the following 
occurs:

TABLE A-1-1  Determine Paperwork to Be Presented upon Arrival of a Precleared 
Commodity

If arriving from: And by:
Then the exporter or the exporter’s agent must 
provide the following paperwork:

Australia, Japan, 
Korea, or the 
Republic of South 
Africa 

◆ Original (yellow) PPQ Form 203 for the commodity

◆ Copy of the master PPQ Form 203 or original 
Phytosanitary Certificate, specifying the number of 
units shipped or remaining in cold storage from the 
master PPQ Form 203

Chile Vessel ◆ Original Chilean Phytosanitary Certificate

◆ E-mail notification of the cargo on board and its 
status from the IS Region II office to the POE 

NOTE: No PPQ Form 203 will accompany the commodity

Air ◆ Original (yellow) PPQ Form 203 for the commodity

◆ Original Chilean Phytosanitary Certificate

New Zealand ◆ Original (yellow) PPQ Form 203 for the commodity, or 
a copy of the master 203

◆ Original New Zealand Ministry of Agriculture forms 
specifying the number of units shipped or remaining 
in cold storage from the master PPQ Form 203, Final 
Balances-Balance Sheet for USA-Passed Product in 
Coolstore and Details of Loading Certificate

Other than a country 
listed in the three 
cells above

◆ Original (yellow) PPQ Form 203 for the commodity
09/2004-12 Airport and Maritime Operations Manual A-1-5
PPQ



Appendix A: Completing Forms
PPQ Form 203, Foreign Site Certificate of Inspection and/or Treatment
◆ PPQ Form 203 is missing

◆ Seals are broken

◆ Information on the PPQ Form 203 does not match the entry 
documents

Instructions for Issuing Officer
The Issuing Officer will complete PPQ Form 203, as follows:

 1. Type the form or write in ink.

 2. Number the certificate using the numbering system assigned by 
the Area Office with responsibility for the program.

 3. If the commodity was treated, mark the form with the plant’s 
approved stamp.

 4. Fill in the remaining, self-explanatory information.

Distribution of PPQ Form 203

Issuing Officer The Issuing Officer will distribute PPQ Form 203 using Table A-1-2 as 
a guide.   

POE Officer The POE Officer at the first POE will retain the original PPQ Form 203 
and all accompanying documents. 

Important

Refer to your Plant Import: Nonpropagative Volume of Manuals for the 
commodity being shipped. The commodity may be undergoing in-transit cold 
treatment. If it is, you need to ensure that the commodity meets the time and 
temperature requirements.

TABLE A-1-2  Distribution of PPQ Form 203, Foreign Site Certificate of Inspection 
and/or Treatment

If: Then:

Original and first copy GIVE to the exporter (the original must be 
presented at the first POE)

Copy SEND to the Area Office, IS, with responsibility 
for the program

Copy RETAIN by the certifying APHIS officer

Copy (through the office of cooperator)1

1 This does not apply to all programs. Check the technical packet or with the IS Field Office in Charge.

FAX a copy to the U.S. Port of Arrival

Copy ATTACH to trip report
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PPQ Form 212, Cargo Hold and Record
PPQ Form 212, Cargo Hold and Record 

FIGURE A-1-2  Example of PPQ Form 212, Cargo Hold and Record
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PPQ Form 212, Cargo Hold and Record
Purpose
PPQ Form 212 is used to record cargo held or cargo that is of PPQ 
interest. It also serves as a warning, hold, information, and clearance 
document when stapled or attached to the front of manifests or other 
cargo listings used by Customs in releasing shipments. Use of PPQ 
Form 212 is optional and is intended for local port use as a worksheet 
and port record.

Instructions
Information needed for completion will vary from port to port 
depending on the information needed at each port. Fill in the 
information as required by local port.

Distribution of PPQ Form 212
Distribute as determined by local practice.

TABLE A-1-3  Instructions for Completing PPQ Form 212, Cargo Hold and Record

Block Instructions

1-12 Fill in as required by local port practice
A-1-8 Airport and Maritime Operations Manual 09/2004-12
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PPQ Form 213, Airplane Inspection Record
PPQ Form 213, Airplane Inspection Record

FIGURE A-1-3  Example of PPQ Form 213, Airplane Inspection Record
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PPQ Form 213, Airplane Inspection Record
Purpose
PPQ Form 213 is designed to be used to record information associated 
with air traffic. The form is a worksheet for local port use.

Instructions
Since PPQ Form 213 is a worksheet for port use, follow any 
modifications in completing the form that are required by local needs. 
You can find some of the information needed to complete this form on 
the Customs General Declaration. Information concerning referrals 
and seizures can be obtained from PPQ officers responsible for 
clearing the flight. Complete this form after the aircraft, passengers, 
and crew are cleared. See instructions in Table A-1-4.

TABLE A-1-4  Instructions for Completing PPQ Form 213, Airplane Inspection 
Record

Block Instructions

Airport Fill in

Location Fill in

Date Fill in 

Block Time ◆ Enter arrival time

◆ Include time passenger inspection was completed (if required)

Plane Fill in the country of registry, plane number, and flight number as needed

From ◆ Fill in where the flight is coming from (last departure location)

◆ “From” may be changed to "To" for preflight inspections; include U.S. ports 
where partial clearance occurred

Number NOTE: This section does not need to be completed if it is local practice to 
obtain periodic figures from Customs

Number PAX—Enter the number of passengers on the flight

BAGG—Enter the number of bags

Inspections TOTALS—Enter the total number of passenger inspections conducted on the 
flight

POS—Enter the total number of inspections that resulted in seizures of 
prohibited or restricted agricultural products

Shoes C&D Enter the number of pairs of shoes cleaned and disinfected from the flight
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PPQ Form 213, Airplane Inspection Record
Seizures P—Enter the total number of plant seizures (each kind of fruit or plant 
material seized counts as a separate plant seizure per inspection)

A—Enter the total number of classes of animal seizures (each animal class 
counts as a separate animal seizure per inspection)                              
WGT—Enter the total weight (in kilos) of the animal products seized

QTRS ◆ Enter the number of animal and plant seizures made in quarters/cabin 
(each animal class counts as a separate animal seizure per seat and each 
kind of fruit or plant material seized counts as a separate seizure per seat)

◆ Draw a line to divide the box in two when you have both plant and animal 
seizures to separate the entries

Stores P—Enter the total number of kinds of plant material seized in stores/galley

A—Enter the total number of animal products seized in stores 

WGT—Enter the total weight (kilos) of the animal products seized

Optional 
Use and 
Remarks

Fill in any appropriate remarks (e.g., hitchhiking pests found in baggage 
hold—treated using T409 and released)

Inspector PL—Fill in the initials of the officer clearing the aircraft

Totals Total columns

Remarks Fill in if needed

TABLE A-1-4  Instructions for Completing PPQ Form 213, Airplane Inspection Record 
(continued)

Block Instructions

   Example 5 limes and 3 apples count as 2 plant materials seized
(5 limes + 3 apples = 2 plant material seizures)

   Example 10 ham (swine) sandwiches @ 2 kilos (swine) and 4 
hamburgers (ruminant) count @ 1 kilo count as 2 animal 
seizures at 3 kilos 

   Example 5 limes taken from 2 seats and 1 apple taken from 1 seat 
count as 3 seizures 
_____________________________________________________    
2 ham (swine) sandwiches taken from 2 seats and                
1 hamburger (ruminant) taken from 1 seat count as 3 
seizures

So you would enter 3 animal products and 1 plant material

   Example 5 limes and 3 apples count as 2 plant materials seized
(5 limes + 3 apples = 2 plant materials)

   Example 10 ham sandwiches (swine) and 4 hamburgers (ruminant) 
count as 2 animal products seized 
(10 ham sandwiches + 4 hamburgers = 2 animal products 
09/2004-12 Airport and Maritime Operations Manual A-1-11
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PPQ Form 213, Airplane Inspection Record
Distribution of PPQ Form 213
Since PPQ Form 213 is a local worksheet, there is no distribution 
outside the port.
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PPQ Form 227-R, Request for U.S. Customs Action
PPQ Form 227-R, Request for U.S. Customs Action

FIGURE A-1-4  Example of PPQ Form 227-R, Request for U.S. Customs Action
09/2004-12 Airport and Maritime Operations Manual A-1-13
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PPQ Form 227-R, Request for U.S. Customs Action
Purpose
PPQ Form 227 is reserved for emergency use in the control of a 
carrier or its cargo prior to discharge. This form should be issued 
whenever disruption of normal clearance and movement of a carrier is 
required, including withholding release of the carrier, withholding 
permission to discharge cargo, discontinuing the discharge of cargo, or 
denying permission to move coastwise.

PPQ Form 227 is used to request that U.S. Customs take action on 
behalf of PPQ. This form provides Customs with the necessary 
documentation to take action under the authority of the Plant Pest Act 
and Regulations. 

Instructions
Although the initial request that Customs take action on behalf of PPQ 
may be made orally, it must be confirmed in writing using PPQ Form 
227. The Port Director may delegate responsibility for submitting 
written confirmation to the extent necessary and acceptable to the 
local Port Director of Customs. 

All hold requests made to Customs should be followed promptly, at the 
proper time, with a corresponding release request, given orally and 
confirmed in writing on PPQ Form 27. The release is indicated by 
checking the appropriate box under the block "Action Indicated Below 
Is Being Requested."

This form must be typed. 

TABLE A-1-5  Instructions for Completing PPQ Form 227, Request for Customs 
Action 

Block Instructions

From Fill in

To Fill in

Name and Address of Owner 
or Operator

List name and address of owner or operator

Type of Conveyance List conveyance type

Serial or Registration No. List number

Name of Vessel or Plane 
Flight No.

List name or number

Date of Arrival Fill in

Port of Arrival Fill in

Action Indicated Below is 
Being Requested

Check the box that applies to the action being requested
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PPQ Form 227-R, Request for U.S. Customs Action
Distribution
Distribute PPQ Form 227 as follows:

 1. Give the original to the Port Director of Customs.

 2. Give a copy to the master or operator of vessel, vehicle, or 
aircraft.

 3. Give a copy to the carrier’s agent.

 4. Give a copy to the State Plant Health Director.

 5. Keep a copy for the Port files.

Pest or Garbage Situation 
Necessitating the Action

1. State the pest risk necessitating the action requested of 
Customs

2. Describe the reason(s) for taking drastic emergency 
measures (include the pest situation)

Vessel under emergency 
action notification

Fill in

Signature of PPQ Officer Sign

Date Fill in

TABLE A-1-5  Instructions for Completing PPQ Form 227, Request for Customs 
Action  (continued)

Block Instructions
09/2004-12 Airport and Maritime Operations Manual A-1-15
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PPQ Form 250, Aircraft Clearance or Safeguard Order
PPQ Form 250, Aircraft Clearance or Safeguard Order

Purpose
PPQ Form 250 is used for two different purposes, as follows: 

◆ Preclearance Certificate for flights from Hawaii, Puerto Rico, the 
U.S. Virgin Islands or a foreign airbase or airport for foreign site 
preclearance

◆ Safeguard Order for flights that are partially cleared, not 
regularly scheduled, and proceed beyond the first airport for 
clearance elsewhere in the United States

Flights that are regularly scheduled for partial clearance do not 
require PPQ Form 250.

FIGURE A-1-5  Example of PPQ Form 250, Aircraft Clearance or Safeguard Order
A-1-16 Airport and Maritime Operations Manual 09/2004-12
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PPQ Form 250, Aircraft Clearance or Safeguard Order
Locator for Instructions for Completing PPQ Form 250
Three sets of instructions follow. See Table A-1-6 below to determine 
which instructions to use. 

Instructions for Completing PPQ Form 250, Preclearance 
Certificate Use
You need to complete an original of PPQ Form 250 when it is issued as 
a preclearance certificate to the aircraft commander or representative 
when departing from Hawaii, Puerto Rico, the U.S. Virgin Islands; a 
foreign airbase in the case of certain military airlifts; and certain 
foreign commercial preclearance sites to indicate that agriculture 
preclearance has been completed. See Table A-1-7 for instructions.

TABLE A-1-6  Determine Instructions to Use for Completing PPQ Form 250, Aircraft 
Clearance or Safeguard Order

If you are using PPQ 
Form 250 as a: And for: Then:

Preclearance Certificate See Instructions for Completing PPQ Form 
250, Preclearance Certificate Use on 
page A-1-17

Safeguard Order Military Use See Instructions for Completing PPQ Form 
250, Safeguard Order for Military Use on 
page A-1-18

Commercial Use See Instructions for Using PPQ Form 250 
as a Safeguard Order for Commercial Use 
on page A-1-19

Important

After action has been taken, return PPQ Form 250 to the originating office 
entered in Block 17.

TABLE A-1-7  Instructions for Completing PPQ Form 250, Aircraft Clearance or 
Safeguard Order, When Used as a Preclearance Certificate

Block Instructions

1-6 Fill in

7 Check Completely Cleared block

8 Leave blank

9 Sign

10 Leave blank

11-16 Leave blank

17 Fill In
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PPQ Form 250, Aircraft Clearance or Safeguard Order
Distribution of PPQ Form 250, Preclearance Certificate Use
Instruct the aircraft commander to deliver PPQ Form 250 to the airline 
operations office, Air Base Operations Office, or PPQ officer as 
appropriate.

Instructions for Completing PPQ Form 250, Safeguard Order for 
Military Use
These instructions are for using PPQ Form 250 as a Safeguard Order 
for Military Use. If you partially clear an aircraft and it is not a 
regularly scheduled flight, then you will need to complete PPQ Form 
250. 

Ask the military operations authorities to:

◆ Identify and include in the load (departure) message the type of 
quarantine actions that are to be completed at the destination 
base

◆ Telephone the PPQ officer or cooperator to inform him/her of the 
task to be completed upon aircraft arrival

◆ Emergency telephone calls should be made to the PPQ office 
serving the destination base rather than calling the cooperator at 
those bases not covered by PPQ

When using PPQ Form 250 as a Safeguard Order for Military Use, 
prepare form in triplicate. See Table A-1-8 for instructions on 
completing the form.

TABLE A-1-8  Instructions for Completing PPQ Form 250, Aircraft Clearance and 
Safeguard Order, When Using as Safeguard Order for Military Use

Block Instructions

1-6 Fill in

7 Leave blank

8 Check Partially Cleared block

9 Fill in

10 Fill in

11 ◆ Describe the clearance activities and safeguards that you have completed

◆ Fill in the tasks that are to be completed at the subsequent airport, e.g., 
foreign garbage to be properly disposed of

12-13 Have aircraft commander sign and date all copies
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PPQ Form 250, Aircraft Clearance or Safeguard Order
Distribution of PPQ Form 250, Safeguard Order for Military Use
When using PPQ Form 250 as a Safeguard Order for Military Use, 
distribute as follows:

 1. Give the original to the aircraft commander and instruct the 
commander to present the form to the PPQ officer or military 
cooperator upon arrival at the destination base.

 2. Send one copy AIRMAIL to the PPQ office serving the base.

 3. Keep one copy for port files.

Instructions for Using PPQ Form 250 as a Safeguard Order for 
Commercial Use
If you partially clear an aircraft and it is not a regularly scheduled 
flight, and when using PPQ Form 250 as a Safeguard Order for 
Commercial Use, follow the instructions in Table A-1-9.

14-16 Leave blank (These blocks are to be completed by the PPQ officers or 
cooperators who complete the aircraft clearance)

17 Fill in

TABLE A-1-9  Instructions for Completing PPQ Form 250, Aircraft Clearance or 
Safeguard Order, When Using as a Safeguard Order for Commercial 
Use

Block Instructions

1-6 Fill in

7 Leave blank

8 Check Partially Cleared block

9 Fill in

10 Fill in

11 Fill in the tasks that are to be completed at the subsequent airport, e.g., 
foreign garbage to be properly disposed of

12-13 Have aircraft commander sign and date all copies

14-16 Leave blank (these blocks are to be completed by the PPQ officers or 
cooperators who complete the aircraft clearance)

17 Fill in

TABLE A-1-8  Instructions for Completing PPQ Form 250, Aircraft Clearance and 
Safeguard Order, When Using as Safeguard Order for Military Use

Block Instructions
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PPQ Form 250, Aircraft Clearance or Safeguard Order
Distribution of PPQ Form 250, Safeguard Order for Commercial 
Use
When used as a Safeguard Order for Commercial Use, distribute PPQ 
Form 250 as follows:

 1. Give the original to aircraft commander and instruct the 
commander to present the form to the PPQ officer on arrival at 
the final destination airport.

 2. Keep a copy for the port files.

 3. Telephone next port.
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PPQ Form 254, Disposition of Plants and Plant or Animal Products
PPQ Form 254, Disposition of Plants and Plant or Animal Products

FIGURE A-1-6  Example of PPQ Form 254, Disposition of Plants and Plant or Animal Products
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PPQ Form 254, Disposition of Plants and Plant or Animal Products
Purpose
PPQ Form 254 is written documentation of the disposition ordered 
against plants and plant or animal products that are not eligible for 
entry. Customs requires this documentation so that they can clear 
manifests, refund duty, or make entry liquidations. PPQ uses the form 
as evidence for processing violations. See also PPQ Form 523, 
Emergency Action Notification on page A-1-76.

Instructions
Complete PPQ Form 254 when importations of plants and plant and 
animal products are not eligible for entry, or when the importer, given 
the opportunity, refuses to take the required, treatment action or meet 
the entry requirements.

TABLE A-1-10  Instructions for Completing PPQ Form 254, Disposition of Plants and 
Plant or Animal Products

Block Instructions

1 Enter the Customs entry number

2 ◆ Enter "US Customs Service" 

◆ Enter the address of the Customs office for the port

3 List the regulation(s) that prohibits the commodity and/or the entry requirement 
that cannot be met 

4 List the commodities

5-9 Fill in

10 ◆ Indicate the disposition options or requirements 

◆ Include any safeguards required pending final disposition of the commodity

11-13 Fill in

14-16 Leave blank (Customs will complete when disposition has been completed)

17 List where each copy of the form was sent (see Distribution of PPQ Form 254)

EXAMPLE 7CFR 319.28 prohibits the movement of oranges from Brazil into 
the United States.
7CFR 319.75 requires brassware from Bombay, India, to be 
fumigated with methyl bromide as a condition of entry, and the 
importer, Taj Mahal Enterprises, refuses to have the brassware 
fumigated.
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PPQ Form 254, Disposition of Plants and Plant or Animal Products
Distribution of PPQ Form 254
Distribute PPQ Form 254 as follows:

◆ Send the original to the importer

◆ Send two copies to the Customs office

◆ Keep one copy for Port files
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PPQ Form 277, Baggage Information Data
PPQ Form 277, Baggage Information Data

FIGURE A-1-7  Example of PPQ Form 277, Baggage Information Data (Officer’s Daily Tally Card)
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PPQ Form 277, Baggage Information Data
Purpose
PPQ Form 277 is used for two purposes, as follows:

◆ Officer's daily tally card to record the number of referrals and 
quarantine actions taken on passenger/crew baggage at airports

◆ Semiannual report for airports designated by Headquarters to 
report the number of referrals and quarantine actions taken on 
passenger/crew baggage as a result of referrals

The report is used by Headquarters to establish the rate of quarantine 
actions per 1,000 passengers. The report is also used to determine the 
trends in plant and animal product interceptions.

Locator for Instructions for Completing PPQ Form 277
The first set of instructions is for completing the form for use as an 
officer's daily tally card, and is followed by instructions for completing 
the form for use as a semiannual report to Headquarters.

Instructions for Completing PPQ Form 277 When Using as a 
Daily Tally Card
When completing PPQ Form 277 for use as a Daily Tally Card, follow 
the instructions for recording daily baggage information in 
Table A-1-11.

TABLE A-1-11  Instructions for Completing PPQ Form 277, Baggage Information 
Data, When Using as a Daily Tally Card 

Section Instructions

Station Fill in the name of the place of inspection in relation to the 
port, e.g., BA terminal, Jamaica; Sea-Tac, Seattle

Period Enter date

Airline & Flight No. Fill in

No. on Board (Pax. & Crew) Enter total number of passengers and crew
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Distribution of PPQ Form 277, Baggage Information Data, When 
Using as an Officer’s Daily Tally Record
When using PPQ Form 277 as an Officer’s Daily Tally Record, the form 
does not have to be distributed since the information is for port use.

Retention
When used as an Officer's Daily Tally Record, PPQ Form 277 does not 
need to be retained unless it is local practice.

Inspections TOTAL—Enter one tick mark for all referrals taken on a 
single Customs Declaration form

POS—Enter one tick mark for each referral that produces 
one or more seizures

Seizures Plant—Enter one tick mark for each type of plant material 
seized during an inspection

Animal—Enter one tick mark for each type of animal 
product seized during an inspection

WGT—Enter the total weight of the animal products seized

Shoes C&D Enter one tick mark for each pair of shoes cleaned and 
disinfected

TABLE A-1-11  Instructions for Completing PPQ Form 277, Baggage Information 
Data, When Using as a Daily Tally Card  (continued)

Section Instructions

EXAMPLE One referral from Customs generates 1 
seizure of fresh cream and 1 seizure of 
fresh meat, 2 releases of plant material, 
and 1 release of miscellaneous packing 
material. Enter one "tick mark" in the 
"TOTAL" column for the inspection

EXAMPLE For the example under TOTAL, you would 
enter one tick mark in the "POS" column
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Instructions for Completing PPQ Form 277, Baggage Information 
Data, When Using as a Semi-annual Report to Headquarters 
Only airports that are so designated by Headquarters need to complete 
PPQ Form 277, Baggage Information Data, when used as a 
Semi-Annual Report to Headquarters. Report data collected for the 
months of August and January. In order to complete this form, you 
must add the totals of each category for the entire month (either 
August or January, depending on which month you are reporting). 
Follow the instructions in Table A-1-12. 

FIGURE A-1-8  Example of PPQ Form 277, Baggage Information Data (When Using as a Semi-annual Report 
to Headquarters

TABLE A-1-12  Instructions for Completing PPQ Form 277, Baggage Information 
Data, When Using as a Semi-annual Report to Headquarters  

Section Instructions

Station Fill in the name of airport

Period Fill in either August or January and the year

Airline & Flight 
No.

Fill in month and year for report and on the next line fill in the. previous 
month and year, e.g., January 2001, then on the next line, January 2002
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Distribution of PPQ Form 277, When Using as a Semi-annual 
Report to Headquarters
When used as a semi-annual report to Headquarters, distribute PPQ 
Form 277 as follows:

 1. In the upper right hand corner of PPQ Form 277, indicate the 
type of inspection most closely used by Customs, as follows:

❖ SIS

❖ CAPIS

❖ Gen. Random

❖ 100%

 2. Send the original for Quarantine Policy, Analysis and Support 
(QPAS).

 3. Send one copy to your Regional Director.

 4. Keep one copy for your Port files.

 

Retention of PPQ Form 277 When Using as a Semi-annual Report 
to Headquarters

No. on Board
(Pax & Crew)

Enter total number of passengers and crew for the number of crew for 
the month

Inspections TOTAL—Enter the total number of referrals for the month

POS—Enter the total number of inspections that resulted in seizures for 
the month

Seizures PLANT—Enter total number of plant seizures for the month

ANIMAL—Enter total number of animal seizures for the month

WGT—Enter total weight (kilos) of animal seizures for the month

Shoes C & D Enter total number of shoes cleaned and disinfected for the month

TABLE A-1-13  Retention of PPQ Form 277 When Using as a Semi-annual Report to 
Headquarters

If you are located at: Then retain PPQ Form 277 for:

Field locations or Regional offices 2 years

Headquarters 3 years

TABLE A-1-12  Instructions for Completing PPQ Form 277, Baggage Information 
Data, When Using as a Semi-annual Report to Headquarters 

Section Instructions
A-1-28 Airport and Maritime Operations Manual 09/2004-12
PPQ



Appendix A: Completing Forms
PPQ Form 280–R, Report of Regulated Importations
PPQ Form 280–R, Report of Regulated Importations

FIGURE A-1-9  Example of PPQ Form 280-R, Report of Regulated Importations 
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PPQ Form 280–R, Report of Regulated Importations
FIGURE A-1-9  Example of PPQ Form 280-R, Report of Regulated Importations (continued)
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Purpose
PPQ Form 280–R, Report of Regulated Importation, is used to report to 
Headquarters all importations of regulated articles1 of plant origin.

FIGURE A-1-9  Example of PPQ Form 280-R, Report of Regulated Importations (continued)
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Instructions 
Port Directors (PDs) at ports of entry or their designee must complete 
PPQ Form 280–R as soon as possible after the end of the month. The 
form must be typed. The PD should then mail the PPQ Form 280–R to 
Riverdale so that the form arrives by the 12th of the following month. 
See Table A-1-14 below to determine which articles to report on this 
form. 

1 Regulated articles are materials specifically regulated by quarantine regulations, or Restricted Entry 
Orders administered by PPQ.

EXAMPLE If the reporting period is March, and the PD completes the form on April 3, 
then the form must be in Riverdale by April 12.) 
See Table A-1-14 to determine which articles to report on this form.

TABLE A-1-14  Determine Articles to Report on PPQ Form 280-R, Report of 
Regulated Importation

If the article is: And is: Then:

◆ Prohibited REPORT

◆ Requires treatment

◆ Neither prohibited nor 
requires treatment

For planting (propagative material) GO to Table A-1-15

Not for planting (for food, feed, or 
medicine, or for analysis or 
manufacturing)

GO to Table A-1-16

TABLE A-1-15  Determine Which Seeds, Bulbs, or Other Propagative Articles to 
Report on PPQ Form 280-R, Report of Regulated Importation

If the article is: And: And is: Then:

Seeds Written permit not required DO NOT REPORT

Written permit required ½ kg or less

More than ½ kg REPORT
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Bulbs Precleared DO NOT REPORT

Not precleared Small shipment in 
baggage or mail

DO NOT REPORT

Commercial 
shipment

REPORT

Propagative 
articles other than 
bulbs or seeds

Not postentry 13 or more units

12 or fewer units DO NOT REPORT

Postentry REPORT

TABLE A-1-16  Determine Which Fruits, Vegetables, Cut Flowers, Cotton/Cotton 
Products, Fodder, Hay/Straw, or Other Articles to Report on PPQ 
Form 280-R, Report of Regulated Importation

If the article is: And: And is: Then:

Fruits or vegetables 
(whole, segmented, or 
sliced but not juices or 
purees)

Harvested in Mexico Mandado DO NOT REPORT

Other than 
mandado

REPORT

Not harvested in Mexico

Cut flowers (including 
greenery)

Cut in Canada DO NOT REPORT

Not cut in Canada REPORT

Cotton and cotton 
products

Fodder, hay, or straw

Neither cotton, cut 
flowers, fruits, nor 
vegetables (other 
articles)

Derived from bamboo, 
coffee, corn, millets, rice, 
sorghum, sugarcane, or 
wheat

Regulated

Not regulated DO NOT REPORT

Not derived from a crop 
listed in the cell above

DO NOT REPORT

TABLE A-1-17  Instructions for Completing PPQ Form 280-R, Report of Regulated 
Importation  

Block Instructions

Month/Year 
Covered

Enter the month and year covered; use the first three letters of the month 
and the last two letters of the year 
(for example, enter ‘Dec 01’ for December 2001)

TABLE A-1-15  Determine Which Seeds, Bulbs, or Other Propagative Articles to 
Report on PPQ Form 280-R, Report of Regulated Importation

If the article is: And: And is: Then:
09/2004-12 Airport and Maritime Operations Manual A-1-33
PPQ



Appendix A: Completing Forms
PPQ Form 280–R, Report of Regulated Importations
Port Fill in the name of the port of entry from which the articles are being 
released

Page Number pages consecutively 
(for example, page 1 of 1, page 4 of 12)

Please "X" if 
Negative 
Report

◆ If there are no interceptions of regulated articles, enter an "X" in the box

◆ Send the form to Riverdale

"X" 
Appropriate 
Activity

◆ Enter an "X" in the appropriate box

◆ Complete a separate form for each of the following activities: 
Maritime, Airport, Land Border

TABLE A-1-17  Instructions for Completing PPQ Form 280-R, Report of Regulated 
Importation  (continued) 

Block Instructions
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Commodity 
and Country 
of Origin 

Use this column to record the category, commodity, and country of origin. 
The format must be recorded in the exact order:
CATEGORY

Commodity
Country of Origin

(see Figure A-1-9 for an example)

TABLE A-1-17  Instructions for Completing PPQ Form 280-R, Report of Regulated 
Importation  (continued) 

Block Instructions

If: And commodity is: Then list this category:

CATEGORY Fruits and vegetables First, capitalized and 
underlined

Propagative material Second, capitalized and 
underlined

Cut flowers Third, capitalized and 
underlined

Cotton and cotton 
products

Fourth, capitalized and 
underlined

Other products Fifth, capitalized and 
underlined

If commodity 
is: And it is: Then:

Fruit or 
vegetable

From either:

◆ Single country of origin

◆ More than one country 
of origin

◆ List exactly as 
entered in the Fruits 
and Vegetables 
Volume of Manuals

◆ List each commodity 
separately

◆ List to the species 
level

◆ List in the singular; 
not the plural

◆ If the shipment is 
frozen, use "frozen" 
as a descriptive 
adjective

◆ DO NOT identify 
variety

◆ DO NOT group 
commodities
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PPQ Form 280–R, Report of Regulated Importations
Commodity 
and Country 
of Origin 
(continued)

TABLE A-1-17  Instructions for Completing PPQ Form 280-R, Report of Regulated 
Importation  (continued) 

Block Instructions

If commodity is: And it is: Then:

Fruit or 
vegetable 
(continued)

Fruit combined (as in a 
salad)

USE term "Mixed Fruit" as 
commodity

Vegetables combined 
(as in a salad)

USE term "Mixed 
Vegetables" as commodity

Commodities are under 
any of the following:

◆ Quarantine 28

◆ Quarantine 56

◆ Departmental 
permit

◆ LIST commodity

◆ NEVER group 
commodities

Commodities for which 
permits are waived

◆ Listed under ALL 
COUNTRIES in the 
Reference Section 
of the Fruits and 
Vegetables Volume 
of Manuals

◆ Approved entry into 
the U.S. Virgin 
Islands from British 
Virgin Islands

◆ Listed in the Fruits 
and Vegetables 
Manuals as 
approved for entry 
into U.S. Virgin 
Islands and Puerto 
Rico from the West 
Indies

◆ LIST commodity

◆ NEVER group 
commodities
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PPQ Form 280–R, Report of Regulated Importations
Commodity 
and Country 
of Origin

TABLE A-1-17  Instructions for Completing PPQ Form 280-R, Report of Regulated 
Importation  (continued) 

Block Instructions

If the 
commodity 
is: And: And: Then list as:

Bulbs Requires 
treatment for a 
pest

1st commodity, 
Bulbs

Do not require 
treatment for a 
pest

8th commodity, 
Misc. Bulbs

Seeds Do not require a 
written permit if 
those seeds 
must be treated 
for a pest 

2nd commodity, 
Seeds

Requires a 
written permit

3rd commodity, 
Misc. Seed

Plants Not postentry Not prohibited 4th commodity, 
Postentry Plant, by 
genus

Trade group is:

◆ Aquatic plants

◆ Bonsai

◆ Bromeliads

◆ Cactus

◆ Ferns

◆ Misc. 
regulated 
plants

◆ Orchids 

◆ Palms

◆ Succulents

◆ Tropical

It is possible 
for you to list 
the plant under 
the 
appropriate 
trade group

Appropriate trade 
group under the 
commodity 
"Plants" 

It is not 
possible for 
you to list 
under the 
appropriate 
trade group

Alphabetically 
under "Plants"

Departmental 
Permit Material

6th commodity, by 
genus, under 
"Departmental 
Permit Material"

Prohibited 
Material

7th commodity, by 
genus, under 
Prohibited Material
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PPQ Form 280–R, Report of Regulated Importations
Commodity 
and Country 
of Origin

(continued)

TABLE A-1-17  Instructions for Completing PPQ Form 280-R, Report of Regulated 
Importation  (continued) 

Block Instructions

   

If 
commodity 
is: And: And: Then:

Cut Flowers Commercial 
shipment

Genera that 
requires a 
permit

LIST by genus 
under "Cut 
Flowers"

Genera that do 
not require a 
permit

Not a 
commercial 
shipment

DO NOT list

Greenery List under "Cut 
Flowers" by 
genus

Decorative floral 
material

LIST under "Cut 
Flowers" using 
terms such as 
bouquet 

From Canada DO NOT list

If commodity 
is: And: And: Then:

Cotton and 
Cotton 
Products

Cotton LIST commodity 
under Cotton and 
Cotton Products

Cotton 
Products

Cottonseed NOT 
intended for 
propagation

LIST commodity 
under Cotton 
Products

◆ Bagging

◆ Covers

List commodity by 
type

Cottonseed 
intended for 
propagation

◆ LIST under 
"Propagative 
Material"

◆ DO NOT list 
under Cotton 
and Cotton 
Products
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Commodity 
and Country 
of Origin 
(continued)

Country of 
Origin

◆ IDENTIFY the country of origin

◆ DO NOT confuse the country from which the commodity is shipped with 
the country of origin

◆ If the Fruits and Vegetables Volume of Manuals identifies a certain region 
or area of country, include the region or area in Column M—Remarks

Number of 
Shipments

◆ ENTER the total number of shipments for each commodity in Column B 
(a shipment is a group of restricted commodities received at one time 
from a single exporter under a single waybill number, even though the 
material may have been assembled from various sources)

◆ ENTER the number of shipments or entries (a single shipment may 
include material under more than one PPQ entry permit and several 
shipments may be combined under a single U.S. Customs entry; 
however, these remain separate shipments for the monthly report)

◆ ENTER each commodity as a separate shipment for mixed shipments 
(if a shipment contains carrots and radishes, list both)

TABLE A-1-17  Instructions for Completing PPQ Form 280-R, Report of Regulated 
Importation  (continued) 

Block Instructions

If commodity is: And: Then:

Other articles Not included in the 
previous categories 

LIST under "Other 
Articles"
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Kilograms/
Stem Counts/
Plant Units

TABLE A-1-17  Instructions for Completing PPQ Form 280-R, Report of Regulated 
Importation  (continued) 

Block Instructions

If category is:
And 
commodity is: And: Then report in:

Fruits and 
Vegetables

Kilograms

Propagative 
Material

Seeds

Other than 
seeds

Number of plant 
units

Cut Flowers Cut flowers Number of stems 
for each genus

Greenery Number of units 
for each genus

Cotton and 
Cotton 
Products

Lint and waste Bales

Cottonseed 
products

Kilograms

Other Articles Bagasse

Corn and 
related plants 
(except green 
corn)

◆ Broomcorn

◆ Broomstraw

◆ Corn, 
shelled or 
unshelled

◆ Fodder

◆ Sourghum 
seed

◆ Other seed

Hay Kilograms

Plant pests Number of 
parcels

Rice and rice 
hulls

Kilograms

Rice straw Kilograms
A-1-40 Airport and Maritime Operations Manual 09/2004-12
PPQ



Appendix A: Completing Forms
PPQ Form 280–R, Report of Regulated Importations
Disposition ◆ PLACE an "X" in the appropriate blocks (D through L); in most cases, only 
one column is marked

◆ MARK both Column D and Column E if part of a shipment will be 
inspected and released and part will be reexported

❖ SHOW the disposition of each part of the shipment in the Remarks 
column (see A-1-7 on page A-1-24)

◆ MARK both Column D and Column F or G if part of a shipment will be 
inspected and released and part will be treated

◆ ENTER explanatory notes or reports of any other action in the Remarks 
column

Remarks USE this column for explanations of unusual actions and additional 
information, such as the following:

◆ If the Fruits and Vegetables Volume of Manuals specifies a certain region 
or area of a country, fill in the region or country (see FIGURE A-1-9 on 
page A-1-29)

◆ When Column E (T&E or DE) is marked, enter the country receiving the 
shipment; never fill in the next port

◆ When Column G (Treated, Other) is marked (a commodity requires 
treatment at the port), fill in the treatment; enter general descriptions 
such as cold treatment or cleaned with a vacuum; never enter treatment 
schedules

◆ When Column H (Precleared) is marked, fill in the preclearance site and 
treatment

◆ When Column I (Departmental permit) is marked, enter the permit 
number

◆ When Column K (Refused IE or T&E) is marked, enter the name of the 
country receiving the shipment; never enter the next port

Inspector in 
Charge Name

Fill in

Inspector in 
Charge 
Signature

Sign

Date Fill in

TABLE A-1-17  Instructions for Completing PPQ Form 280-R, Report of Regulated 
Importation  (continued) 

Block Instructions
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Distribution of PPQ Form 280-R
Distribute PPQ Form 280-R, Report of Regulated Importations, as 
follows:

 1. Send the original to:

USDA, APHIS, PPQ, PO
4700 River Road, Unit 60
Riverdale, MD 20737-1232

 2. Send one copy to the Regional Director (optional).

 3. Keep one copy for Port files.
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PPQ Form 287, Mail Interception Notice

FIGURE A-1-10  PPQ Form 287, Mail Interception Notice
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PPQ Form 287, Mail Interception Notice
Purpose
PPQ Form 287, Mail Interception Notice, is completed for the following 
reasons:

◆ Notify the individual (addressee) receiving the mail package that 
unauthorized animal products, animal by-products, plants, 
plant products, plant pests, or soil were removed

◆ Inform the sender (addressor) of the reason for removing the 
animal products, animal by-products, plants, plant products, 
plant pests, or soil 

◆ Record the regulatory action PPQ takes when intercepting mail 

◆ Provide information for preparing monthly and quarterly reports

Instructions 
Complete PPQ Form 287 using the instructions in Table A-1-18.

TABLE A-1-18  Instructions for Completing PPQ Form 287, Mail Interception Notice

Block Instructions

1 Enter your port of entry

2 Enter the date

3 Leave blank

4 Enter the complete name and address of the individual who is receiving the 
package (addressee)

5 Enter the complete name and address of the individual who sent the package 
(addressor)

6 Describe in detail the animal product, animal by-product, plant, plant product, 
plant pest or soil you have removed, destroyed, or returned (the intercepted 
material)

7 Enter the location where the package was postmarked

8 Enter the date of the postmark 

9 Enter the mail registry number recorded on the package, if any

10 ◆ If contents were broken, leaked, or skilled, then list 

◆ If there was no breakage, enter “NONE”

11 ◆ If reconditioning to the package was required by the agent of the carrier, 
broker, or addressee check “Yes”

◆ If reconditioning of the package was not required, check “No”

12 ◆ Enter the regulation that governs the unauthorized animal product, animal 
by-product, plant, plant product, plant pest, or soil

◆ If you do not know the regulation, then refer to 

13 ◆ Check the block that states what regulatory action you took--removed, 
destroyed, or returned

◆ Do not seek advice from the individual receiving the package as to whether the 
animal product, animal by-product, plant, plant product, or plant pest should 
be destroyed or returned to origin
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14 ◆ Check the block that states the reason why you took regulatory action

◆ If the reason is not specifically listed, then check the “Other” block and list the 
reason

15 ◆ Detail what you did and why so that the individuals who sent and receive the 
package understand what was done and why

◆ If the package is being returned to the sender, list in this block “The package 
was returned by surface mail.” The Postal Service will not return packages by 
air

16 Sign your name

Reverse 
side of 
PPQ 287

◆ When some items are removed from a package, it is good policy to list the 
remaining contents and their condition on the reverse side of this form

◆ Note who handled the repackaging and wrapping of the package before the 
package was returned to the mail is advisable (this information will be useful 
to answer any complaints of missing items or breakage)

TABLE A-1-19  Determine the Regulation that Governs the Plants, Plant Products, 
Animal Products, Soil, and Plant Pests 

If the product is: And it is:
Then the 
regulation is:

Animal product or 
animal by-product

Semen or embryos 9CFR Part 98

Edible products such as:

◆ Meat and meat products

◆ Milk and milk products

◆ Eggs

9CFR Part 94 

Inedible by-products such as:

◆ Bones

◆ Hay or straw

◆ Hides

◆ Skins

9CFR Part 95

Casings 9CFR Part 96

Biological products such as viruses, serum, 
toxins that are intended for use in treating 
animals

9CFR Part 104

Organisms and vectors 9CFR Part 122

TABLE A-1-18  Instructions for Completing PPQ Form 287, Mail Interception Notice

Block Instructions

   Example Pork appeared to be home prepared--roasted and put in a jar.
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Plant or plant 
products

Citrus canker and other citrus diseases 7CFR Part 319.19

Citrus fruit (and peel) 7CFR Part 319.28

Coffee (beans into Puerto Rico and Hawaii) 7CFR Part 319.73

Corn diseases 7CFR Part 319.24

Cotton, cottonseed, etc. (Hawaii, Puerto Rico, 
and Virgin Islands)

7CFR Part 318.47

Cut flowers 7CFR Part 319.74

Exotic bee diseases and parasites 7CFR Part 319.76

Foreign cotton and covers 7CFR Part 319.8

Fruits & vegetables (Puerto Rico and 
Virgin Islands)

7CFR Part 318.58

Hawaiian fruits and vegetables 7CFR Part 318.13

Honeybees and honeybee semen 7CFR Part 322

Indian corn or maize, broomcorn, and related 
plants

7CFR Part 319.41

Kaphra beetle 7CFR Part 319.75

Logs, lumber, and other unmanufactured wood 
articles

7CFR Part 319.40

Nursery stock, plants, roots, bulbs, seeds, an 
other plant products

7CFR Part 319.37

Packing materials 7CFR Part 319.69

Plants and plant products in mail 7CFR Part 351

Rice (grain, straw, hulls, plants) 7CFR Part 319.55

Sugarcane 7CFR Part 319.15

Sugarcane (Hawaii, Puerto Rico) 7CFR Part 301.87

Sweet potatoes (Hawaii, Puerto, Rico, and 
Virgin Islands)

7CFR Part 318.30

Wheat diseases (grain, straw, plants) 7CFR Part 319.59

Other Regulations Endangered Species Convention 50CFR Part 23

Safeguard Regulations 7CFR Part 352

TABLE A-1-19  Determine the Regulation that Governs the Plants, Plant Products, 
Animal Products, Soil, and Plant Pests  (continued)

If the product is: And it is:
Then the 
regulation is:
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Distribution of PPQ Form 287
Distribute PPQ Form 287 as follows:

 1. Use Table A-1-20 to determine where to send the original PPQ 
Form 287.
  

 2. Distribute the copies of PPQ Form 287 as follows:

❖ If the package is returned to the sender, enclose a copy inside 
the package

❖ If necessary, give a copy to the Postal supervisor

❖ Place a copy in the port file and maintain for an official record

TABLE A-1-20  Distribution of PPQ Form 287, Mail Interception Notice

If the package is: And the contents is:
Then the original copy of PPQ Form 
287 is:

Released to the 
addressee

Enclosed in the package

Destroyed or returned 
to sender

Was prohibited or restricted Mailed to the addressee

Unrestricted Sent to the postal official
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PPQ Form 288, Ship Inspection Report

FIGURE A-1-11  Example of PPQ Form 288, Ship Inspection Report
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PPQ Form 288, Ship Inspection Report
Purpose
PPQ Form 288 serves the following purposes:

◆ Port record of the ship inspection

◆ Order to the Captain or other responsible ship's officer to take or 
observe designated safeguards and documented agreement to 
those safeguards

◆ Means of notifying subsequent ports of observations made and 
disposition actions taken during ship boarding

◆ Means to document the agreement to safeguard restricted items 
and garbage, or materials under seal while in U.S. territorial 
waters during the voyage

◆ Warning notice on the vessel when khapra beetle suspects are 
found 

◆ Evidence for a garbage violation case

Instructions
To complete this form, follow the instructions in Table A-1-21. 

TABLE A-1-21  Instructions for Completing PPQ Form 288, Ship Inspection
Report

Block Instructions

1 List the name of the city and State of your port

2 List the flag (country of registry) and name of vessel (two-letter PINET code/
name of vessel)

3 List the dock

4 List the country of origin

5 Fill in 

6 List the date of arrival

7 List the estimated time of arrival (ETA) and the actual time of arrival

8 List the date of inspection

9 List the beginning and ending time of ship boarding

10-11 List the number of passengers disembarking at your port and the number of 
pieces of baggage; if none, enter 0

12 List the proposed date of departure (important for planning any future 
reboardings and/or to give the next port advanced notice)

13 ◆ List the names and quantities (in kilos) of commodities (meats, animal 
products, fruits, and vegetables) that are restricted or prohibited

◆ DO NOT list fruits and vegetables which are listed in the Fruits and 
Vegetables Manual as enterable unless treatment is a condition of entry or 
inspection discloses a pest risk requiring a specific safeguard or disposition
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14 ◆ List location by using the following letters: B for baggage, Q for quarters, S for 
stores, and F for ship's furnishings 

◆ Write the number of interceptions after the letter for material intercepted and 
destroyed, such as "B-3" for three interceptions in baggage

15 List the country of origin for each commodity

16 Fill in a statement to be used for safeguard and/or disposition prescribed, as 
follows:

◆ Enter "To remain under seal while in territorial waters of the United States." 
for items such as fruit fly hosts and meat or meat products which require 
sealing, or for a garbage violation

◆ Enter other appropriate statements, such as:

❖ May be used while in port

❖ To remain under seal pending treatment

❖ Destroyed

❖ See Remarks

17 Have the Captain or highest officer aboard the vessel read the Safeguard Notice 
and sign the block

18 Person signing Block 17 lists title

19 Have the person signing enter the date signed

20 Check yes or no as condition of garbage containers observed

21 ◆ Check any ship areas that were not inspected

◆ If Holds were inspected, then list 

22 ◆ Check as appropriate

◆ If any live animals or birds are aboard, then list the type and number of 
regulated animals only; do not list cats or dogs

23 If there is a functional incinerator or other disposal method aboard, check YES; if 
not, check NO

24 Check YES or NO as appropriate and list the title of the ship’s representative

TABLE A-1-21  Instructions for Completing PPQ Form 288, Ship Inspection
Report (continued)

Block Instructions

Important

The following checks in Block 23 and Block 24 constitute a 
violation of MARPOL Annex V: 
23) No
24) No

Important

The following checks in Blocks 23 and Block 24 constitute 
a violation of MARPOL Annex V: 
23) No
24) No
A-1-50 Airport and Maritime Operations Manual 09/2004-12
PPQ



Appendix A: Completing Forms
PPQ Form 288, Ship Inspection Report
25 List any additional information or supplemental data as appropriate, such as the 
following:

◆ If crew member informs you that plastics were dumped at sea, then write the 
crew member's statement and have crew member sign

◆ Reference if fumigation was voluntary, i.e., carrier choice as alternate to 
waiting for pest identity confirmation

◆ Reference to cargo that PPQ at next port of call should know about

◆ Reference to giving a copy to Master or other officer

◆ Warning notice

◆ Dry stores fumigated

◆ Enter number and types of seals applied, serial numbers, and exact locations 
of seals; e.g., "USDA Tyden seal #4967 on cage locker inside the vegetable 
reefer

◆ Indicate when a ship that sailed foreign without fumigation returns with an 
acceptable foreign fumigation certificate

◆ Enter a dollar sign ($) if you have assessed and collected a spot settlement 
for a garbage violation and state the nature of the violation and the amount of 
penalty

◆ If a pet bird is aboard the vessel, write the following statement and get the 
Captain's signature:
"I agree to keep the bird(s) caged or tethered and kept in a ship's cabin while 
in U.S. territorial waters." [Captain’s Signature]

◆ If the vessel arrived from or transited a country known to have Africanized 
honeybees, write the following statement: 
"If live bees are sighted on the ship or a container, then call a PPQ officer at 
[Port telephone number ].”

27 Officer signs

TABLE A-1-21  Instructions for Completing PPQ Form 288, Ship Inspection
Report (continued)

Block Instructions
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PPQ Form 288, Ship Inspection Report
Instructions for Completing PPQ Form 288 When Using for 
Documenting Monitoring Activities

When PPQ Form 288 is used for documenting monitoring activities, 
then follow the instructions in Table A-1-22.

Distribution of PPQ Form 288
Distribute PPQ Form 288 as follows:

◆ Keep the original for the port file

◆ Give one copy to Master or other ship officer

◆ Send one copy to the PPQ office at subsequent port when any of 
the following conditions apply:

❖ Stores are sealed

❖ Pest risk is significant

❖ Vessel has a garbage violation

❖ Cargo of PPQ interest is to be discharged

TABLE A-1-22  Instructions for Completing PPQ Form 288, When Using for 
Documenting Monitoring Activities

Block Instructions

1-3 Fill in

4-7 Leave blank

8-9 Fill in

10-19 Leave blank

20 Fill in

21-24 Leave blank

25 Fill in
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PPQ Form 301-R, Remedial Measures Billing (Statement of Services)

FIGURE A-1-12  Example of PPQ Form 301-R, Remedial Measures Billing (Statement of Services)
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Purpose
PPQ Form 301-R, Remedial Measures Billing (Statement of Services), 
is used to record costs incurred when PPQ arranges and takes 
remedial action for articles (import cargo) after the importer or agent 
fails to comply with prescribed remedial measures.

Instructions for Completing PPQ Form 301-R

TABLE A-1-23  Instructions for Completing PPQ Form 301-R 

Block Instructions

1 Enter the originating office’s city, state, and telephone number (including area 
code) 

2 Enter the fourth through seventh digits of your local accounting code

3 Enter the date the service is provided. If the service extends over two or more 
days, enter the beginning date

4 Enter the IRS-assigned taxpayer identification number (TIN) or the individual’s 
Social Security number; all Federal Agencies are required to obtain a TIN from 
each person doing business with the Agency 

5 Enter the company or agent’s name

6 Enter the company or agent’s complete mailing address

7 Enter the company or agent’s telephone number (including area code)

8 Enter a two-hour minimum time, regardless of when the service is provided; the 
two-hour minimum includes the Officer’s time, time spent making necessary 
arrangements, and time spent completing paperwork

9 Current hourly and quarter cost for services are already listed on the form

10 Enter the number of units next to the service provided

11 1. Multiply the cost per unit by the number of units
2. Enter the total amount for that particular line

12 1. Add all the dollar amounts in Block 11
2. Enter the total dollar amount

13 1. Check the appropriate boxes
2. Enter the actual costs for each service
3. Attach supporting documentation (invoices, etc.) to the PPQ Form 301-R to 

substantiate the claim

14 1. Add all the amounts in Block 13, Additional Costs
2. Enter the total dollar amount

15 Enter applicable information to identify the specific cargo abandoned or seized

EXAMPLE If service is provided outside the normal tour of duty on a 
Sunday, and takes 2-3/4 hours, then enter a 2 in the Hours 
column and enter a 3 in the Quarters column. Complete the 
Commuted Travel Time column following 7CFR 354.2.
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Distribution of PPQ Form 301-R
After the form is complete, distribute PPQ Form 301-R as follows:

◆ Send the original billing worksheet, and copies of all associated 
bills, invoices, EAN, VISA, check payments, statements, etc., to 
to MBS addressed as follows:

Minneapolis Business Site (MBS)
USDA-APHIS-MBS, Attn: Accounts Receivable
100 N. Sixth Street, 5th Floor
Minneapolis, MN 55403

(MBS will collect the money and reimburse the funds to the 
National accounting code. The MBS contact is Carolyn Brown at 
612/336-3253.)

◆ Keep a copy for the port file

16 1. Add the amounts in Block 12 and Block 14
2. Enter the total dollar amount

17 List any additional comments

18 PPQ Officer performing the service signs this block

19 Enter the date the PPQ Officer signed Block 18

TABLE A-1-23  Instructions for Completing PPQ Form 301-R  (continued)

Block Instructions
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PPQ Form 309A, Interception Record

Purpose
PPQ Form 309A is a worksheet that provides information pertaining to 
organisms intercepted from materials of foreign origin. Information on 
this form is used to determine the quarantine status of the intercepted 
organism and may be entered into the Port Information Network (PIN) 
database to create an official record of the interception.

FIGURE A-1-13  Example of PPQ Form 309A, Interception Record
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PPQ Form 309A, Interception Record
Instructions for Completing PPQ Form 309A

Cargo 
Instructions

Submit interceptions on the basis of a shipment. The term shipment 
usually refers to commodities from a single exporter entering under a 
single Customs entry number. Shipments may be one or more plants, 
plant parts, plant products, or other articles arriving individually or as 
parts of a group, usually received at one time from a single exporter 
(even though the material may have been assembled from several 
sources). Material under separate PPQ permits may be included in a 
single shipment, and several shipments may arrive under one 
Customs entry. Remember the key words "from a single exporter 
entering under a single Customs entry number."

Complete a separate PPQ Form 309A for interceptions made on each 
shipment. If a shipment is covered by multiple permits, you may 
prepare separate forms for interceptions made from items under 
different permits within the shipment. 

Prepare a separate PPQ Form 309A for each origin when infested 
materials in the same shipment are from different origins. 

Complete a separate PPQ Form 309A for each infested host in a 
shipment, including each host family (if only family is known), genus 
(if only genus is known), or species. Submit specimens with the 
accompanying form for identification. 

Never submit multiple forms for what is obviously the same pest 
species in the same shipment. 

Other 
Interceptions

Submit from sources other than cargo (i.e. baggage, interception, 
stores, quarters, holds, ship's deck, etc.) if differences occur in any of 
the following:

◆ Pest

◆ Host

◆ Origin

◆ Carrier     

EXAMPLE Anastrepha sp. fruit fly larvae are found in a mombin and in a mango in 
passenger baggage off the same airline flight from Jamaica. Because two 
different hosts are involved, submit two interceptions of Anastrepha sp. 
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TABLE A-1-24  Instructions for Completing PPQ Form 309A, Interception
 Record 

Block Instructions

PORT & NO. ◆ Fill in the port name 

◆ When the interception is made at a remote port and must be 
forwarded to a data entry location (i.e. ports having Area Identifiers), 
enter a unique, six-digit port number on the 309A

◆ When the interception is made at a data entry location, a port 
number will be assigned when the interception is determined as 
reportable or must be forwarded by the Area Identifier

◆ If submitting multiple interceptions that were associated with one 
shipment, submit each interception on a separate PPQ Form 309A 
and make cross reference notes in the Remarks block.

URGENT Indicate whether the interception requires urgent identification, i.e. if 
cargo is being held pending identification of the intercepted pest

◆ Check "Yes" if URGENT 

◆ Check "No" if Routine or Prompt 

For clarification of what is an URGENT, Prompt, or Routine interception, 
see Classifying and Routing Interceptions for Identification  
page T-1-11

INTERCEPTION 
DATE

◆ Enter the date (using a six-digit numerical format) the material was 
seized, or cargo or carrier was inspected

◆ Use a six-digit numerical format with the month first, the day second, 
and the year last, e.g. August 5, 2001 is entered as 080501 

FWD TO: 
SEL, PPQ, OTHER

Circle one

INSPECTOR Fill in your first name, middle initial, and last name

ORIGIN ◆ Spell out the country of origin for the shipment (never abbreviate)

◆ If the origin is unknown, write "Unknown" 

◆ If the origin is uncertain, then write the country or area name 
followed by a question mark, e.g. "Netherlands?" or "Asia? 
(country?)"

Action ◆ LEAVE block blank if no action was taken or the action status is 
unknown

PPQ identification personnel check this block when making a final 
identification of an actionable organism to inform the submitting officer

Reportable 
Non-report

◆ PPQ Identification personnel check one or none of these two blocks 
when making a final identification to inform the officer whether the 
interception is reportable

◆ Leave the block blank if the quarantine status is unknown
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INSPECTED HOST ◆ Complete the Inspected Host space in all instances

◆ Fill in a description of the imported commodity you inspected 

◆ If plant material, fill in the scientific name of the host and follow the 
host name with the plant part affected in parenthesis, e.g. "Citrus 
sinensis (fruit)." (Plant part qualifiers acceptable to PIN are bulb, 
dried fruit, flower, fruit, leaf, plant, root, seed, and stem)

◆ If the plant part affected is dead or decaying, record this in the 
Remarks block. For miscellaneous items, fill in an accurate, but 
general description, e.g. auto parts, guar gum, machinery

◆ When a pest is collected at large without plant association, use 
appropriate wording to designate where the pest was found, e.g. 
aircraft, railway car, container, etc.

◆ When the pest is intercepted from material associated with or 
contaminating the imported commodity, record this additional host 
information in the Biological or Pest Host block (see the following 
instructions and examples)

BIOLOGICAL OR 
PEST HOST

◆ Use this block to record additional host information when material 
contaminating or associated with the imported commodity 
(Inspected Host) is the actual host of the intercepted pest

◆ Always leave this block blank when the "Inspected Host" is the 
actual pest host

DESTINATION ◆ Fill in the two-letter postal abbreviation for the State 
(see Appendix H)

◆ If the interception is made from nonentry items (stores, quarters, 
etc.), then do not enter a destination

TABLE A-1-24  Instructions for Completing PPQ Form 309A, Interception
 Record  (continued)

Block Instructions

EXAMPLE ◆ Medfly found in a shipment of oranges. Insp. Host 
= Citrus sinensis (fruit), Biol. Host - leave blank

◆ Khapra beetle found on jute bagging in a shipment 
of parts. Because the imported commodity was 
parts and the bagging (containing the parts) is the 
more probable source of KB, Insp. Host = parts, 
Biol. Host = bagging or jute bagging

◆ Plant pathogen found on straw used as packing in 
a shipment of oriental vases. Insp. Host = vases, 
Biol. Host = straw

◆ Bark beetles from crates of printing machines. 
Insp. Host = machinery, Biol. Host = crating

◆ Bruchid beetle larva found boring in a leguminous 
weed seed collected from a shipment of thyme. 
Insp. Host = Thymus vulgaris (leaf), Biol. Host = 
Fabaceae sp. (seed)
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PORT ACTIVITY 
TYPE

Check the appropriate block to indicate the type of activity that 
generated the interception, as follows:

◆ A/P for airport

◆ M/P for maritime 

◆ L/B for land border

◆ I/S for inspection station

◆ F/S for foreign site

HOST ◆ Check the appropriate Block—1, 2, or 3

◆ Check "WITH" for those pests not directly feeding on the host, e.g. 
plant bugs found in cases of marble tile are with the cargo

WHERE 
INTERCEPTED

Check the appropriate block (only one) to indicate where the pest was 
found
1 Baggage—include mandado
2 Mail—include mail packing and mail bags
3 General Cargo—manifested items that are not quarantine regulated, 
e.g. processed wood products, household goods, dried flowers, 
Chamaedorea, reed mats
4 Permit Cargo—manifested items requiring a formal permit and/or 
quarantine-regulated items, e.g. unprocessed wood products including 
dunnage, fruits and vegetables, propagative material, fresh cut flowers
5 Miscellaneous—check when pests are found at large, on exterior or 
within various parts of the carrier (ship, plane, or vehicle), except when 
found in the carrier stores, quarters, or holds (see blocks 6, 7, and 8). 
Examples for this category include the deck of a ship, exterior of an 
airplane, empty railway car, or automobile trunk
6 Stores—check when pests are found infesting food put aboard 
carriers to feed crew, passengers, or animals
7 Quarters—check when pests are found in living areas including 
cabins on a ship, passenger and crew cabins on a plane, etc.
8 Holds—check when pests are found in ship or aircraft cargo 
compartments, and the pests cannot be associated with a specific 
cargo

TABLE A-1-24  Instructions for Completing PPQ Form 309A, Interception
 Record  (continued)

Block Instructions
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MATERIAL FOR Check the appropriate block to indicate if the commodity or host 
material is for consumption or propagation, or if the material is a 
non-entry item. The key to distinguishing between items for 
consumption or propagation is the intended use of the item
1 Consumption—articles or items entering for nonpropagative purposes 
(i.e. cargo, baggage and mandado), soil (as such, not with plants), 
packing materials, and containers with nonpropagative entries, 
dunnage, mail and mail bags. This includes conveyances closely 
associated with importations, e.g. overseas containers
2 Propagation—check this block for pests taken from plant propagative 
material entering or offered for entry as an importation, or moving from 
offshore U.S. areas, including articles intimately associated with the 
plant material, such as soil, packing materials, and containers
3 Nonentry —check this block for pests taken from items not intended 
for entry. Nonentry items may be found in locations recorded in "Where 
Intercepted" (see above) Blocks 5-8. Nonentry items include:

❖ Ship and aircraft stores

❖ Crew and passenger quarters on ships, aircraft, trains, etc.

❖ Ship or plane holds when the infestation is not associated with 
off-loaded cargo (e.g. from grain, cereal, seed, or other material 
residues, debris, dunnage, under bulkhead paint or rust scales, etc.)

❖ T&E and IE entries, including bonded baggage

IMPORTED AS Check the block which indicates the form in which the inspected host 
was imported. The block check here may not be identical to the plant 
part affected (see listed plant part qualifiers, under Inspected Host), 
e.g. a host imported as an entire plant may have only the leaves 
infested

PEST NAME ◆ Enter your identification of the pest in the first (uppermost) open 
block

◆ Enter successive identification or confirmations by other officers, 
backups, or area identifiers in the next open block

NAME OF CARRIER Enter the carrier name as follows:

❖ Airlines—fill in the airline code and flight number

❖ Military aircraft—show type of aircraft (e.g. C-124, C-141) and/or 
record the tail number

❖ Maritime vessels—enter only the vessel name
Never use country of registration and "M/V", S/S" or similar 
abbreviations of ships, e.g. for the US m/v Enterprise, fill in only 
"Enterprise"

SIZE OF 
SHIPMENT

Enter an appropriate quantity designation depending on the character 
of articles, such as numbers and kind of containers, number of pieces, 
or weight

❖ Propagative entries—enter plant units when possible

❖ Stores—you may estimate

TABLE A-1-24  Instructions for Completing PPQ Form 309A, Interception
 Record  (continued)

Block Instructions
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OT Check if the interception was made on any type of overtime, e.g. user 
fee or reimbursable

PEST ◆ Check "Disease" for plant pathogen (including nematode) submittals

◆ Check "Botany" for weed or host identification submittals

◆ Check "Other" for insect, mite, and mollusk submittals, and write 
the Order or higher classification of the organism under "Order," e.g. 
fill in "Acari" for mites. If you do not know the order, then fill in a 
statement such as "unknown arthropod" or "snail"

NO. ALIVE ◆ List the number of specimens for each life stage submitted, except 
for seeds and diseases

◆ Never use general descriptions such as "many" 

◆ Use the Immature block to record numbers of larvae, nymphs, or 
juveniles

NOTE: We do not record the number of dead organisms in this section. 
For Khapra beetle submissions, record the dead life stage(s) and 
number of specimens in the Remarks block, e.g. "8 cast skins, 1 dead 
adult."

Pest Name Enter the pest name, each on a separate line

Determined By Enter your first name, middle initial, and last name to the right of 
identifications you made in any Pest Name block

Remarks Record appropriate comments or notations in this block 

TABLE A-1-24  Instructions for Completing PPQ Form 309A, Interception
 Record  (continued)

Block Instructions

EXAMPLE ◆ Prompt—to indicate nonurgent interceptions that 
should be identified more rapidly than routines. 
Use discretion in designating interceptions as 
Prompt. (see Routine Interceptions and Prompt 
Interceptions on page T-1-12 for examples)

◆ Number of dead specimens in each life stage for

◆  Khapra beetle interceptions, e.g. write "8 cast 
skins, 1 dead adult"

◆ Condition of the host—to indicate the extent of 
plant disease symptoms or occurrence of pests in 
a shipment; to note if the affected plant part was 
dead or decaying

◆ Cross-reference notes—to indicate other 
interceptions were made from the same shipment

◆ Identifiers or appropriate PPQ personnel will 
determine which remarks will be captured in the 
PIN database

EXAMPLE Items that should not be entered into PIN include 
local messages or explanations regarding cargo 
disposition, routing of the interception, etc.
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Distribution of PPQ Form 309A
Send the completed, single-page, PPQ Form 309A along with the 
specimen to the appropriate identifier or specialist for identification. 
See Sending Specimens for Identification on page T-1-13, 
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PPQ Form 391, Request for Identification

FIGURE A-1-14  Example of PPQ Form 391, Specimens for Determination
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Purpose
PPQ Form 391 is used to submit along with specimens to determine 
identification. 

Instructions
Use PPQ Form 391, Specimens for Determination, for domestic 
collections (warehouse inspections, local and individual collecting, 
special survey programs, export certification). 

TABLE A-1-25  Instructions for Completing PPQ Form 391, Specimens for 
Determination

Block Instructions

1 1. Assign a number for each collection beginning the year, followed by the 
collector’s initials and collector’s number

2. Enter the collection number

2 Enter date

3 Check block to indicate Agency submitting specimens for identification

4 Enter name of sender

5 Enter type of property specimen obtained from (farm, nursery, feedmill, etc.)

6 Enter address

7 Enter name and address of property owner

8A-8L Check all appropriate blocks

9 Leave blank

10 Enter scientific name of host, if possible

11 Enter quantity of host and plants affected

12 Check block to indicate distribution of plant

13 Check appropriate blocks to indicate plant parts affected

14 Check block to indicate pest distribution

15 ◆ Check appropriate block to indicate type of specimen

◆ Enter number specimens submitted under appropriate column

EXAMPLE In 2001, Brian K. Long collected his first specimen for 
determination of the year. His first collection number is 
01-BKL-001 
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Distribution of PPQ Form 391
Distribute PPQ Form 391 as follows:

1. Send Parts 1-5 along with the sample to your Area Identifier.

2. Retain and file Part 6 for your records.

16 Enter sampling method

17 Enter type of trap and lure

18 Enter trap number

19 Enter X in block to indicate isolated or general plant symptoms

20 Enter X in appropriate block for weed density

21 Enter X in appropriate block for weed growth stage

22 Provide a brief explanation if Prompt or URGENT identification is requested

23 Enter a tentative determination if you made one

24 Leave blank 

TABLE A-1-25  Instructions for Completing PPQ Form 391, Specimens for 
Determination (continued)
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PPQ FORM 518, Report of Violation

FIGURE A-1-15  Example of PPQ Form 518, Report of Violation
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Purpose
PPQ Form 518 is used to report the following:

◆ Violations for unauthorized movement of regulated cargo

◆ Violator not presenting the required certificates or permits

Together with statements from the officer, violator, and witnesses, and 
documentary and physical evidence, PPQ Form 518 becomes a part of 
the total case file. This form is also used for violations of domestic 
quarantines including Hawaii and Puerto Rico.

Instructions
Use the instructions in Table A-1-26 on page A-1-69 for completing 
PPQ Form 518. The person who first detects the violation initiates the 
PPQ Form 518 and the subsequent investigation. Investigate the 
violation (before or while completing PPQ Form 518) by interviewing 
violators and witnesses to get their statements, by collecting physical 
evidence, and by obtaining documentary evidence. See also  
page 2-7-11 or page 3-6-7.

Important

Funds received from civil penalties assessed for violation of the Plant 
Protection Act and/or the Animal Health Protection Act are deposited into the 
account of the Treasury of the United States. These funds are not controlled 
by any part of the CBP fines and forfeitures collection process. Therefore it is 
critical that civil penalty funds received for violations of agricutural laws and 
regulations be properly coded and deposited into the approperiate account. If 
you have any questions, contact QPAS at 301-734-8295.
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TABLE A-1-26  Instructions for Completing PPQ Form 518, Report of 
Violation 

Block Instructions

1 ◆ Enter date violation was discovered

◆ If violation was discovered after it occurred, EXPLAIN in Block 15

2 Specify as follows:

3 Fill in the name of the port where the cargo that was moved in violation 
of the regulation was discovered or where the garbage violation was 
observed

4 ◆ Cargo—fill in the name of the country where the cargo originated or 
was grown

◆ Garbage—fill in the name of the country of origin, or Hawaii or U.S. 
Affiliated Island

5 ◆ Fill in the name of the cargo moved, e.g., "5 cases of yams" 

◆ If regulated garbage—enter "regulated garbage"

6 Enter the air waybill number, bill of lading, etc.

7 1. Fill in the violator's name 
2. Indicate the person's position in parentheses after the violator’s 

name (such as caterer, shipper, cleaner, etc.)
3. List the violator's business address

8, 9 Check and fill in as appropriate

10 Fill in the name and the business address of the carrier

11 Check and fill in as appropriate

12 Fill in as appropriate

13 Fill in the name and the business address of the consignee

If: Then:

Solely a garbage violation Enter 330.400 and 94.5

Solely a violation of compliance 
agreement

Enter C.A.

Both a garbage violation and a 
violation of the compliance 
agreement

Enter 330.400, 94.5, and C.A.

Cargo violation Enter the regulation(s) violated; 
for example, if the violation 
involved fresh fruit, you would 
enter 319.56

Animal regulation that has been 
violated is unknown (you don’t 

Contact PPQ, VRS in Riverdale 
at 301/734-7633
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14 List the action(s) taken to eliminate the pest risk

15 Fill in any pertinent remarks

16 ◆ Ask the violator to provide an explanation of the incident

◆ Get a written statement if possible

◆ Get statements from the carrier agent, importer, caterer, or any 
other involved party, as follows:

❖ Write statement on a separate sheet of paper or you may use the 
sample format in Appendix E

❖ Title the statement using a description of the person's 
designation, e.g., "Violator's Statement" "Agent's Statement" etc.

❖ Give the statement an exhibit number

◆ If a person refuses to write a statement

❖ Ask that person to tell you what happened relative to the violation

❖ Write down exactly what the person tells you

❖ Indicate that the statement was transcribed by you, the officer

❖ Use your transcription as the statement

❖ If the person gives you only a few brief remarks, enter these 
directly in Block 16 

◆ If you got a written statement, enter "See attached [Violator/Carrier 
Agent/Importer, Caterer, etc.'s} Statement."

TABLE A-1-26  Instructions for Completing PPQ Form 518, Report of 
Violation  (continued)

Block Instructions

EXAMPLE Foreign garbage was picked up and incinerated at the 
Southwest incinerator. Area where garbage was lying 
on the ground was cleaned and disinfected with 
sodium hypochlorite.
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17

◆ Write your explanation of the violation on a separate sheet of paper 
titled “Officer's Statement"

◆ Give this statement an exhibit number

◆ Describe all the facts that resulted in the article listed in Block 5 
being in violation of the regulation listed in Block 2 

◆ State all facts including who, what, when, where, and how

◆ Include the following information where appropriate:

❖ State when and where the violation occurred

❖ Describe how the violation occurred

❖ Identify the carrier from which the garbage was removed and where 
the garbage came from

❖ Identify the owner of the cargo

❖ Identify the employer of the violator

❖ Refer to your exhibits and explain their relevance to the case

❖ State if you witnessed the violation

◆ Sign and date the Officer's Statement (only the officer signs); if 
more than one officer was involved in the violation, each officer 
must write a separate statement

18-20 Fill in

21 ◆ Fill in any additional information1 that may help to substantiate the 
case such as previous warning letters and the dates sent, signed 
compliance agreements, any known previous civil penalties, case 
numbers, dates, and amounts of penalties assessed; such as, 
Case #RSS–CP–62–01 fined $1,000 on 9/11/01

◆ Enter your recommendation for one of the following: 

❖ Warning letter

❖ Civil penalty

❖ Criminal penalty

22-24 Fill in

TABLE A-1-26  Instructions for Completing PPQ Form 518, Report of 
Violation  (continued)

Block Instructions

Important

An Officer’s Statement must be written and 
accompany each PPQ Form 518 submitted.

Important

Blocks 21, 22, 23, and 24 are to be completed by the Port Director.
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Distribution of PPQ Form 518
Distribute the case file, including PPQ Form 518 as follows:

1 This information will help determine if the case warrants civil or criminal penalties and the 
amount of the spot settlement. 

TABLE A-1-27  Distribution of PPQ Form 518, Report of Violation

If: Then:

Part 1 and all 
supporting 
documents

Forward Part 1 and all supporting documents (such as PPQ Form 288 
and the Violator’s Statements) to the following address:

USDA-APHIS-IES
4700 River Road, Unit 85
Riverdale, MD 20737

Phone 301-734-8684

Part 2 and 3 Keep Parts 2 and 3 for the port files
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PPQ Form 519, Compliance Agreement

FIGURE A-1-16  Example of PPQ Form 519, Compliance Agreement
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Purpose
PPQ Form 519, Compliance Agreement, provides a signed, written 
agreement with shippers, dealers, carriers, garbage handlers and 
processors to indicate their understanding of methods, conditions, 
and procedures necessary for compliance with regulations. PPQ Form 
519 has a variety of uses in both domestic and foreign quarantine 
programs, and is used to formalize agreements with airline caterers, 
both maritime and airport garbage haulers, and airport garbage 
processors. The PPQ Form 519 is also used to submit as evidence for a 
violation case.

Instructions for PPQ Form 519, Compliance Agreement
Review compliance agreements at least annually, but preferably twice 
a year. Amend compliance agreements as appropriate. If the 
establishment fails to abide by the conditions of the agreement, then 
the PPQ officer responsible for supervising the agreement may cancel 
that agreement orally or in writing. However, never cancel an 
agreement made with an establishment that handles regulated 
garbage. These compliance agreements may only be cancelled at the 
Deputy Administrator’s level. 

If you make an oral cancellation, confirm it in writing as soon as 
possible. The establishment has 10 days to appeal the cancellation. 
Appeals must be made to the Deputy Administrator.

Complete PPQ Form 519 as instructed in Table A-1-28 on 
page A-1-74. See also Appendix B, Completing Compliance 
Agreements on page B-1-1.

Important

A compliance agreement for aircraft garbage caterers (kitchens) may be 
granted only to kitchens on, or immediately adjacent to the international 
airport.

TABLE A-1-28  Instructions for Completing PPQ Form 519, Compliance Agreement

Block Instructions

1 Fill in

2 Fill in the location of the specific property(s) for which the agreement is 
signed

3 Fill in the specific regulated articles to which the agreement applies, e.g. 
"Regulated garbage"

4 List the titles, parts, and subparts, e.g. for regulated garbage—"7 CFR 
330.400 and 9 CFR 94.5"
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Distribution of PPQ Form 519
Use Table A-1-29 when distributing PPQ Form 519.

5 This block was omitted from the form

6 See Completing Compliance Agreements on page B-1-1

◆ Outline stipulations which apply to the establishment for each quarantine 
or regulation affecting the establishment

◆ Make clear to the establishment that stipulations in the compliance 
agreement do not preclude compliance with other sections of a 
quarantine or regulation

◆ If space in Block 6 is inadequate for listing the stipulations, then write 
"See Attached Sheets" 

◆ If you are completing a compliance agreement for regulated garbage, then 
see Completing Compliance Agreements on page B-1-1 to determine 
which standards to use

7 Have a responsible official of the establishment sign

8, 9 Fill in

10 Assign a compliance agreement number

11, 12, 13 Fill in

14 Have the PPQ Port Director sign

15, 16, 17 Complete only when State is involved in cooperating with enforcing Federal 
quarantines

TABLE A-1-29  Distribution of PPQ Form 519, Compliance Agreement

If Compliance Agreement: Then:

Affects one work unit ◆ GIVE original to the establishment

◆ KEEP a copy for port files in the area where the 
establishment is located

Affects more than one work 
unit

◆ GIVE original to the establishment

◆ GIVE copies to all work units affected by the compliance 
agreement

◆ KEEP a copy for port files in the area where the 
establishment is located

TABLE A-1-28  Instructions for Completing PPQ Form 519, Compliance Agreement 

Block Instructions
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PPQ Form 523, Emergency Action Notification 

FIGURE A-1-17  Example of PPQ Form 523, Emergency Action Notification
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Purpose
The primary purpose of PPQ Form 523, Emergency Action Notification, 
is to order an individual or company to take an action, such as the 
treatment of articles, cargoes, or carriers or the destruction of articles 
or cargoes within a specified period of time. This form is used for all 
plants, plant products, animal products and animal by-products, 
including meat and meat products in cargo, and is issued to the owner 
(or owner’s agent) of the article, cargo, or carrier. 

PPQ Form 523 is available in electronic format and is useful for 
tracking and communication purposes. Ad hoc reports can be created 
and are useful for compliance and validation, analysis of pest and 
animal disease risk, regulatory enforcement, and to support domestic 
surveys and trapping. The data can be used by both APHIS personnel 
in the U.S. and International Services. 

Instructions
The instructions in Table A-1-30 are for completing the electronic 
version of PPQ Form 523 which is located in the Lotus Notes system 
on the EAN database. However, if you are completing the form by 
hand, a blank copy of the form may be printed out and filled in using 
the directions in this table. 

Use of the proper naming convention of the commodity is critical for 
data analysis. Take special care in the spelling of the identified pest 
name. 

When to Use the 
EAN Database 
for Issuing PPQ 
Form 523

Issue PPQ Form 523 through the EAN database under the following 
circumstances:

◆ Order the treatment, destruction, re-export, or other remedial 
measures for articles or cargoes

◆ Order the treatment, destruction, re-export or other remedial 
measures for prohibited products found in U.S. commerce (i.e., 
markets)

◆ Order the treatment of carriers

◆ Order a market owner not to move a designated product(s) from 
the market until a determination is made regarding the 
admissibility of the product(s) in the U.S.

Important

There is more information on the EAN database than on the printed form.
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◆ If a permit that lists a condition of entry treatment2 is presented 
for cargo and that treatment is not completed in a reasonable 
amount of time (under this condition, then issuing a 523 is 
appropriate)

◆ Used to safeguard a commodity that has been smuggled 
(incorrectly manifested or incorrectly declared), until mandatory 
or precautionary treatment(s) are completed 

◆ In the domestic area, to order a hold, treatment, destruction, or 
other safeguarding action for article under USDA control in 
domestic commerce, due to a potential pest risk and in plant pest 
emergencies under 7CFR 330  

When Not to 
Use the EAN 
Database for 
Issuing PPQ 
Form 523

Do not issue PPQ Form 523 through the EAN database under any of 
the following circumstances:

◆ Order any action to be taken on passenger baggage

◆ Order any action to be taken on articles arriving in U.S. Mail (use 
PPQ Form 287 instead); if treatment is unavailable or too costly 
or too time-consuming, then return item to sender

◆ Order any action to be taken on articles in small, 
non-commercial packages shipped by express carriers3 (i.e., UPS, 
DHL, FedEX) (PPQ Form 287 may be used instead)

◆ If a permit that lists a condition of entry treatment4 is presented 
for cargo and that treatment is completed in a reasonable 
amount of time (ports that wish to prescribe a mandatory 

2 All condition of entry cargo require an APHIS-issued permit.

Important

Even though EANs may still be completed by hand in the field, when the above 
circumstances apply then the data must be transferred from the 
hand-completed PPQ Form 523 into the EAN database within 14 days.

EXAMPLE Acceptable examples for entering the PPQ Form 523 in the EAN database:

◆ Animal product or animal by-product that does not meet APHIS import 
requirements and is refused entry

◆ Asian Gypsy moth is found on board a vessel

◆ Commercial cargo shipment of marble tiles contains an actionable pest and 
identification is confirmed

◆ Federal noxious weed seed is found in a grain elevator

◆ SITC Officer finds a prohibited animal or plant product in a local market

3 EXCEPTION: If a regulated article(s) is shipped by an express carrier and the action required to mitigate 
pest risk or disease contamination is too costly or time consuming for the Port to perform, then issue an 
EAN to the consignee of the article. If the consignee cannot be located for articles which arrive by express 
carrier, then issue the EAN to the express carrier. 

4 All condition of entry cargo requires a permit.
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treatment using PPQ Form 523 (EAN) can do so by printing a 
blank form from the database, and complete the form by hand; 
do not enter this data into the database)

◆ Notify the owner/agent that PPQ will not release the shipment 
until determination is made regarding the shipment’s entry 
status (i.e., pending a pest or product identification or receipt of 
appropriate documentation)

◆ Shipments of live animals or live animal products such as 
hatching eggs, frozen embryos, frozen semen, etc. (refer to Live 
Animals in the Animal Product Manual)

◆ Shipment of personal effects items that are removed from 
personal effects shipments (use PPQ Form 254 instead)

When a suspected pest is found, advise the owner, agent, or ship's 
captain that a suspected pest has been found. If identification is 
confirmed, quarantine action will be required. For ships, note the 
information on the PPQ Form 288, Ship Inspection Report. Hold all 
cargo from infested holds pending determination. Take appropriate 
safeguards to prevent pest dissemination for infestations of cargo or 
stores.

Detailed instructions for completing the form are listed in 
Table A-1-30. Where applicable, instructions for EAN automatic or 
drop-down selections are listed first in each block/field, followed by 
directions for completing the form by hand. Use Table A-1-31 on 
page A-1-89 to determine if any special instructions apply, such as 
Special Instructions for Infested Vessels Sailing Foreign Without 
Treatment. 

PPQ Form 523 
Generation from 
EANS Database

To generate a PPQ Form 523 on the EAN database, follow the 
electronic instructions available at the database site.

 

Workflow When entering data and issuing the PPQ Form 523 using the EAN 
Database, you will be in different levels, depending on which block is 
completed, as follows:

EXAMPLE Mandatory or precautionary treatments include, but are not limited to the 
following: fumigation, heat-treatment, cold-treatment, dip, treatment at an 
APHIS-approved establishment, or combinations of treatments required before 
commodities can enter U.S. commerce.

Important

The invoice is usually the most reliable source of data for accurately 
completing an EAN.
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◆ Draft status: Block/Field 1 through 17: allows user to enter 
partial data until the remaining information is obtained and 
entered

◆ Submit status: Block/Field 18: all fields verified for completion, 
accuracy, validity. If successful, form automatically goes to 
"Submitted status"

◆ Acknowledged status: once "Acknowledgement of Receipt of 
Emergency Action Notification" blocks are completed, then the 
form moves to this status

◆ Completed status: once information in Block 19 is complete and 
a PPQ officer is listed on the final box of the form moves to this 
status

Important

Perform one final verification of all data, including the spelling and naming of 
the product before completing Block 19. Once this block is filled in, the form 
cannot be changed except by the EAN administrator.

TABLE A-1-30  Instructions for Completing PPQ Form 523, Emergency Action 
Notification

Block/Field Instructions

Serial Number EAN will automatically generate a 12-digit number derived from the 
date and time (this becomes tracking number)

1 PPQ Location Select the 6-digit port code from the drop-down menu

If completing by hand, enter the 6-digit port code (First 2 digits 
represent State, next 3 digits represent port, last digit represents 
pathway)

2 Date Issued Enter date issued (automatic)

If completing by hand, enter the date issued
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3 Name and 
Quantity of 
Articles

1. Check drop-down menu and select article, if listed
2. If not listed, then fill in standard name using the tables starting 

below as a guideline (this is a critical sort view in the database)
3. Use the Description field to provide a more detailed description of 

the article 
4. Enter the quantity of the article
5. If completing by hand, follow the format used in the instructions 

above    

TABLE A-1-30  Instructions for Completing PPQ Form 523, Emergency Action 
Notification (continued)

Block/Field Instructions

Important

The naming convention is extremely important.

Important

List the name and quantity only in Block 3. Do not 
list any other information in this block. List details 
regarding action taken in Block 16.

If the cargo 
commodity is: And: Then in the first space:

Fruits and 
vegetables1

1 U kil f h i h b f b

Fresh ◆ List the singular common 
trade name, such as apple, 
cherry, orange

◆ Do not lump into broad 
categories such as pea, bean, 
cucurbit, herb

Frozen Use <commodity> FRZ

Dried Use <commodity> DRIED

Has solid 
wood packing 
violations

◆ Use <SWP> <commodity>

Has a pest 
associated 
with solid 
wood packing 
materials

◆ List <SWP>

Cut flower2 Fresh ◆ Use the Genus of the specific 
cut flower, such as Limonium

◆ Use the number of stems for 
cut flowers for the unit type 
(50 stems)

Dried Use <genus> DRIED

Propagative 
material

Live plants, 
cuttings, 
budwood, 
scions

◆ Use the Genus and species

◆ If the species is not known, 
use "sp of"
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3 Name and 
Quantity of 
Articles

(continued)

TABLE A-1-30  Instructions for Completing PPQ Form 523, Emergency Action 
Notification (continued)

Block/Field Instructions

If the cargo is: And is: Then:

Propagative 
material 
(continued)

Seed for propagation 
(not consumption)

◆ Use the common 
trade name with the 
word "seed" following

◆ If there is no common 
trade name, use the 
genus species before 
the word "seed"

Cotton 
products

Gossypium plant 
parts, including baled

List Cotton

Lint List Cotton lint

Linter, after lint 
removed from 
cottonseed

List Cotton linter

Cotton direct from 
field

List Seed cotton

Seed with lint 
removed

List Cottonseed

Waste from 
manufacture of cotton

List Cotton waste

Meat and meat 
products

Edible pork List Swine

Edible ruminant List Ruminant

Edible poultry List Poultry

Miscellaneous 
products

Animal by-products List Animal By-products

Bulk gravel List Stone

Bulldozers List Equipment Used

Cage, crate, stall, or 
pen

List Animal Fomite

Canned goods List Foodstuff

Farm tractors List Farm Equipment 
Used

Food additives List Foodstuff

Granite and marble 
slabs

List Stone

Limestone List Stone

Machines and parts Equipment Used

Marble slabs Stone

Mine drilling 
equipment

Equipment Used
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3 Name and 
quantity of 
articles 
(continued)

TABLE A-1-30  Instructions for Completing PPQ Form 523, Emergency Action 
Notification (continued)

Block/Field Instructions

If the cargo is: And is: Then list as:

Miscellaneous 
products 

(continued)

Parts used in the automobile 
industry, including brakes, 
wheels, wiring

Autopart

Road building equipment, 
excavators

Equipment 
Used

Spices and sauces Foodstuff

Stone, including limestone Stone

If you find pest/
prohibited item 
on: And it is: Then list as:

Mode of 
transportation

Maritime vessel, self-propelled Ship

Barge or lash barge Barge

Aircraft, commercial, military, or 
private

Aircraft

Railcar, empty, not carrying 
cargo or the contamination is 
associated with the carrier and 
not the cargo being carried

Railcar

Cab or chassis for commercial 
use, including step van

Truck

Container, empty, any type used 
in the transport of commercial 
cargo 

Empty 
container

Private auto, pickup truck, SUV, 
or van being imported as cargo

Vehicle

Facility or 
property

Cargo warehouse Cargo 
warehouse

Suspect property that may 
undergo treatment

Quarantined 
property

Seed facility, including bins, 
seed distribution warehouses, 
silos, elevators

Seed facility

Plant-growing establishments 
for retail

Nursery
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3 Name and 
Quantity of 
Articles 

(continued)

4 Location of 
Articles

Fill in where article is located (premise location, pier, dock, container 
yard, hold space, etc.) 

5 Destination 
of Articles

◆ Fill in the complete address (street number, street name, city, 
State, zip) of the ultimate final destination of the cargo (where the 
container will be unloaded for further processing by the owner/
consignee (check invoices, paperwork, or call the broker)

◆ If the container/shipment is going to a distribution center and only 
the distribution center’s address is on the invoice, then list the 
address on the distribution center

◆ Avoid using P.O. box or nondescript address

(This field is important for inland inspections and survey projects)

6 Shipper ◆ Fill in the name and address of the foreign-country exporter or firm 
sending the shipment (check the invoice for reliable data)

◆ Avoid the use of intermediate parties such as freight forwarders

◆ Do not enter "To Order of Shipper" in this block

TABLE A-1-30  Instructions for Completing PPQ Form 523, Emergency Action 
Notification (continued)

Block/Field Instructions

EXAMPLE You are dealing with a miscellaneous product 
manifested as Italian ceramic paver tiles. 

1. If the paver tile is not listed in the drop-down 
menu in the first field in Block 3, then select a 
general category to describe the product such as 
"tile." 

2. Use a more specific subcategory such as ceramic 
pavers in the description of this block.

3. "Italy" will be recorded in Block 13, Country of 
Origin
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7 Name of 
Carrier

First field: Fill in the vessel name, airline, trucking firm, or railroad 
name, as follows:

◆ Spell out the complete name of the airline or railroad (train)

◆ Do not use M/V in front of the maritime vessel name

◆ Do not abbreviate

◆ Do not include numbers

The name of the carrier must be filled in when a regulatory action is 
ordered for the articles, because the carrier may be contaminated

Second field: Fill in the corresponding voyage number, flight number, 
trailer number (truck), or trip number (rail) as follows:

◆ Use the alphanumeric designation by itself (found on the manifest 
or AWB)

◆ Do not use "FLT" or "trip" or "#" in front of the alphanumeric 
designation

8 Shipment ID 
No(s)

Fill in the air waybill number, bill of lading number, truck entry number, 
or railway bill number as follows:

◆ Start with the SCAC code or filler number (in case of entry number)

◆ Do not use AWB, BL, Rail Bill, Entry, or # in front of the shipment 
ID number

Other identifying numbers include container numbers, vessel hold 
number, vehicle license number, etc.

9 Owner/
Consignee of 
Articles

◆ Fill in the consignee’s or owner’s name, complete address, phone 
and fax numbers, IRS Tax ID number (EIN No.), or the owner’s 
Social Security Number 

◆ Obtain this information from the accompanying invoice or 
documents or contact the broker

◆ If the owner/consignee’s address is the same as found in 
Block 5, then click "Copy from Destination" 

10 Port of 
Lading

Fill in the foreign port or place where loaded (e.g., Leghorn, Italy; 
Jeddah, Saudi Arabia, etc.); include IATA airport codes

11 Date of 
Arrival

◆ Fill in the date the article arrived in port

◆ If unknown, then enter the date the EAN was issued

TABLE A-1-30  Instructions for Completing PPQ Form 523, Emergency Action 
Notification (continued)

Block/Field Instructions

EXAMPLE American Airlines, Air France Airlines, 
Canadian National Rail, Burlington Northern Rail, 
Can-Am Trucking
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12 ID of Pest, 
Noxious 
Weed, or 
Article

1. If applicable, fill in the preliminary pest identification (several pest 
IDs may be listed); do not list the taxonomic tree

2. Update upon notification, with the final identification of the pest 

12a Pest ID No. ◆ Fill in the PPQ Form 309 number(s)

◆ Do not list the port name or abbreviation in front of a 309 number; 
use the 309 number only

12b Date 
Intercepted

Fill in the date the interception occurred

13 Country of 
Origin

Select the Country Code from the drop-down menu

If completing by hand, fill in the country of origin code

TABLE A-1-30  Instructions for Completing PPQ Form 523, Emergency Action 
Notification (continued)

Block/Field Instructions

If: Then:

Shipment is 
treated in lieu 
of ID

1. Insert the statement "Treated in lieu of Pest 
ID"

2. Replace statement with the quarantine pest 
determination when made by the identifier

3. If the final determination is "nonreportable", 
then keep the statement "Treated in lieu of 
Pest ID"

Live pests List the genus and species

Live pest 
species is 
unknown

List "sp." after genus (i.e., "Sinoxylon sp.")

ID of Article

ID can only be 
determined to 
family

List family name followed by a comma and "sp. 
of" (i.e., "Cerambycidae, sp. of")

Article is a 
prohibited 
product

◆ List "prohibited product"

◆ Use Block 16 for further explanation

Action is 
ordered on 
product 
because of 
contamination

List type of contamination followed by 
"contamination"

If: Then enter:

Manure Manure 
contamination

Rice seed on crates of 
handicrafts

Rice seed 
contamination

Bark on SPM 
associated with marble

Bark contamination

Soil on drilling rig Soil contamination

Rice straw in crates of 
porcelain

Rice straw 
contamination
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14 Grower 
Number

◆ Fill in the grower number (found on import documents, boxes, 
cartons, etc.)

◆ If needed, may enter the lot numbers

15 Foreign 
Phytosanitary 
Certificate 
No.

◆ If a foreign certificate has been issued for the shipment, enter the 
number

◆ Place any comments or detailed remarks regarding noncompliance 
in Block 16, Other

◆ Select the certificate status from the drop-down menu that best 
describes the status of the certificate (Was it requirement for 
shipment?) If completing by hand, list the certificate status

15a Place Issued Fill in the city and country where the foreign certificate was issued

15b Date Fill in the date the foreign certificate was issued

Regulatory 
Statement

Fill in the local office’s or officer’s phone number at the end of the 
second paragraph (located in center of page) 

16 Action 
Required

1. Select action required from the drop-down menu (how destroyed, 
treatment schedule, re-export to another country

◆ If any, include safeguarding action ordered pending final quarantine 
action 

◆ If more than one action is required, then label the actions with 
letters (a, b, c) in order to assign corresponding action start dates

◆ If an article is prohibited, list that the article is prohibited per 
[appropriate legislation, CFR tile, part, subpart]; may also note 
mismanifested

2. Check the "Other" box and note any remarks

If completing by hand, list following instructions above

17 After Receipt 
of This 
Notification 
Complete 
Specified 
Action Within

1. Fill in the number of days or hours within which the action ordered 
must begin (after receipt of an EAN), such as:

◆ Actual beginning of a treatment

◆ Start of an emergency action

◆ Date representing a good-faith effort to begin contract proceedings 
or preparation for the action

◆ Specify a time for complying with each action listed in Block 16 
such as: a-2 hours, b-48 hours, c-immediately

TABLE A-1-30  Instructions for Completing PPQ Form 523, Emergency Action 
Notification (continued)

Block/Field Instructions

Important

Block 15/field may be used for Animal Health 
Certificate Numbers and Solid Wood Packing 
Material Certificate Numbers even though this 
block refers to plant health certificates 
(phytosanitary certificates).
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PPQ Form 523, Emergency Action Notification
Use Table A-1-31 on page A-1-89 to determine if special instructions 
apply.

Acknowledgement of Receipt of Emergency Action Notification
I hereby acknowledge receipt of the foregoing notification.

Signature 
and Title

1. Obtain the signature of the owner, owner’s agent, or person/
company having immediate control over the carrier or articles

2.  If someone other than the owner signs, then ask the person to 
state his or her name, company name, and job title 

See “Fax Distribution of EAN PPQ Form 523” on page A-1-90

Date and 
Time

Enter the date and time of action

19 Revocation of Notification

Action 1. Select the reason for the action taken from the drop-down menu. If 
smuggling is selected, choose "yes" or "no"

2. Fill in the action table; notate if a smuggled item and follow-up with 
PPQ Form 518

Signature of 
Officer

1. SAVE your document, then CLOSE and REOPEN to be certain the 
form is accurate before entering your signature

2. Enter the signature

Date Enter the date

TABLE A-1-30  Instructions for Completing PPQ Form 523, Emergency Action 
Notification (continued)

Block/Field Instructions

If you: Then:

Are using a faxed, signed 
copy for acknowledgement 
of receipt or a copy with an 
original signature

Type "ON FILE" in the signature 
block

Have a PPQ Form 523 
completed by hand on a 
blank EAN database 
generated form

Type "REFER TO [serial number]" in 
the signature block, as the data is 
entered into the EAN database 
from the copy

Important

Completing this signature block and the associated date block 
closes and locks the EAN. No edits will be allowed.
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PPQ Form 523, Emergency Action Notification
Special 
Instructions for 
Infested Vessels 
Sailing Foreign 
Without 
Treatment

When an infested vessel is allowed to sail foreign without treatment, 
type the following statement on the reverse side of PPQ Form 523 and 
reference it in Block 12 on the face of the form.

The requirements of the Emergency Action Notification shown on 
the front of this form are suspended upon condition that this 
vessel shall leave the territorial limits of the United States within 
[list number] of hours after receipt of this notice. This vessel shall 
not re-enter any port in the United States unless it has been 
treated in accordance with the notification and certified by the 
person who applied the treatment. If the certificate is not 
presented to the PPQ officer when arriving at a port in the United 
States, or if the PPQ officer for any other reason is not satisfied 
that the infestation has been eliminated, the notification shall 
immediately become effective and treatment required.

TABLE A-1-31  Determine if Special Instructions Apply to PPQ Form 523, Emergency 
Action Notification

If issuing PPQ 
Form 523 for 
an: And the: Then:

Infested vessel Vessel is sailing 
without treatment

SEE Special Instructions for Infested Vessels 
Sailing Foreign Without Treatment below

Vessel is sailing to a 
subsequent port for 
treatment

◆ AMEND Block 16 of PPQ Form 523 to read 
"Ship authorized movement to [port] for 
treatment"

◆ FORWARD copies of PPQ Form 523 to the 
next port

Structural design 
prevents effective 
fumigation

1. CONSULT the Regional PPQ Office for an 
alternate treatment and/or cleaning

2. NOTE conditions on PPQ Form 523
3. GO to Distribution of PPQ Form 523 on 

page A-1-90

Treatment will be 
conducted at the port

GO to Distribution of PPQ Form 523 on 
page A-1-90

Infested cargo Cargo is covered by an 
invalid, inaccurate, or 
improperly issued 
phytosanitary 
certificate, treatment 
certificate, or military 
Customs certificate

1. ATTACH a copy of the document to the copy 
of the PPQ Form 523 after the treatment is 
completed

2. GO to Distribution of PPQ Form 523 on 
page A-1-90

3. INFORM a PPQ Officer-in-charge or Plant 
Health Director or Regional Office

Cargo is not covered 
by any of the 
certificates described 
in the cell above

GO to Distribution of PPQ Form 523 on 
page A-1-90

Other than two 
cells above

GO to Distribution of PPQ Form 523 on 
page A-1-90
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PPQ Form 523, Emergency Action Notification
Distribution of PPQ Form 523

Fax Distribution 
of EAN PPQ 
Form 523 

Faxed copies of completed EANS may be sent to FAX numbers as 
needed. The FAX button in the upper left-hand corner of the EAN form 
is used to send a copy of the form to a broker/agent for a signature. To 
send the EAN PPQ Form 523 by FAX, do as follows:

 1. Select the FAX button.

 2. Type in the FAX number and select OK. A message will appear 
indicating the document has been successfully sent to the fax 
server and queued for processing. You will also receive an e-mail 
message stating that the fax (a cover sheet and EAN PPQ Form 
523) has been sent. 

Regular 
Distribution of 
Completed PPQ 
Form 523

Distribute PPQ Form 523 as follows:

 1. Give the signed EAN PPQ Form 523 to the owner or broker.

 2. Keep a copy of the signed EAN for the port or work unit’s files.

Important

For unusual cases like suspected smuggling or false certifications, alert the 
nearest PPQ person (OIC, PHD, or Regional office).
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PPQ Form 591, Notice of Alleged Violation
PPQ Form 591, Notice of Alleged Violation

FIGURE A-1-18  Example of PPQ Form 591, Notice of Alleged Violation
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PPQ Form 591, Notice of Alleged Violation
Purpose
PPQ Form 591, Notice of Alleged Violation, is used to assess the 
following:

◆ Civil penalties for passengers and crew who attempt to smuggle 
prohibited or restricted agricultural items in their baggage after 
failing to declare the items

◆ Civil penalties for crew and service personnel who remove 
regulated articles contrary to regulations

◆ Civil penalties for persons who violate the commuter decal lane 
(DCL)

Complete this form for violators under 18 not accompanied by an 
adult and for foreign diplomats holding A–1 or A–2 visas even though 
the violation is waived for this category of violators only. 

Instructions
Use the instructions in Table A-1-32 for completing this form.  

TABLE A-1-32  Instructions for Completing PPQ Form 591, Notice of Alleged 
Violation 

Block Instructions

Passenger
Crew
Service Personnel

Check the appropriate block at the top of the form

Decal or DCL If the violation is for decal lane (DCL), then list the decal number or 
other appropriate information under the Remarks block since there is 
currently no block for decal lane violation (DCL) on the form 

Serial Number Numbers are assigned automatically by the Lotus Notes Civil Penalty 
Database (13-digit numeric ending with 1-character alpha serial 
number). On existing preprinted forms, the serial number begins with 
an alpha character, followed by numbers. 

For Customs, use the following system to extract a six-digit serial 
number from the assigned number until notified otherwise:

◆ On the preprinted form, use the last 6 digits of the preprinted serial 
number and drop the beginning alpha character

◆ On the Civil Penalties Database automated form, drop the ending 
alpha character last 6 digits and use the last 6 numerical digits

Section I Complete as directed below

EXAMPLE The serial number on the preprinted PPQ Form 591 is 
A098721; the extracted 6-digit serial number is 
098721.

The serial number on the Civil Penalties Database 
generated form is 20030320162241G; the extracted 
6-digit serial number is 162241. 
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1 Fill in

2 Enter date

3 Fill in

4 ◆ Enter the name of the airline (do not abbreviate)

◆ Enter the flight number of airplane

5 Enter the name of the last foreign country of departure

6 ◆ Enter the CFR(s) that the passenger has violated; be sure to cite the 
appropriate title, part, and subpart

❖ Animal products—cite the title and part violated (Example: Yams, 
7CFR 319.56 and 9CFR 94)

❖ If you do not know the animal regulation, contact a HQ, PPQ, VMO 
in PPQ, VRS

7 1. Examine available document (passport, Social Security card, birth 
certificate, etc.)

2. Enter identification number (passport number/country, Social 
Security number, date of birth or other-) 

8 1. Examine all available documents (passport, airline ticket)
2. Fill in as complete a name as possible

9 1. List the permanent address, include zip code
2. If the permanent address is not in the U.S., then also list the 

address under the block While in the United States; include zip code

10a ◆ Enter the amount in either kilos or number of items seized

◆ Enter the item for which the civil penalty is being imposed 

❖ Enter the common name

❖ If plant material, enter the scientific name

10b List the name of the country of origin (if known)

11 Check the appropriate blocks; you can not assess a civil penalty if the 
passenger did not have an opportunity to amend or if the material was 
declared

TABLE A-1-32  Instructions for Completing PPQ Form 591, Notice of Alleged 
Violation  (continued)

Block Instructions
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PPQ Form 591, Notice of Alleged Violation
12 Use this block to explain briefly the information that is not contained in 
other sections of the form when one of the following applies:

◆ If the item was concealed or misrepresented, explain how

◆ If an interpreter was used to obtain the declaration or to interview, 
list the name and title of the interpreter

◆ If the declaration was checked “yes” in response to the agricultural 
question and a civil penalty is being imposed, explain why

◆ If permits accompany shipment, describe permits

◆ If Customs obtained the declaration and the amendment and found 
agricultural items for which you are about to issue a civil penalty, list 
the name or badge number of the Customs inspector and items 
found

13, 14 Fill in

TABLE A-1-32  Instructions for Completing PPQ Form 591, Notice of Alleged 
Violation  (continued)

Block Instructions
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PPQ Form 591, Notice of Alleged Violation
Section II ◆ Fill in the amount of the civil penalty before you give the form to the 
passenger

◆ See Assessing Civil Penalties on page 2-4-9 to determine the 
amount of the civil penalty

◆ See Mitigating the Spot Settlement on page 2-4-13 for mitigation 
procedures 

◆ If the civil penalty is for not complying with a commuter lane decal 
and is the first violation, then assess $50. However, if this is a 
second violation or beyond, then leave Section II blank and 
FORWARD the complete case file to IES   

Section III 1. Tell violator to take PPQ Form 591 to Customs cashier and pay the 
civil penalty

2. Customs cashier will complete this section (fill in the amount of 
money received, sign, and date the form)

TABLE A-1-32  Instructions for Completing PPQ Form 591, Notice of Alleged 
Violation  (continued)

Block Instructions

If the 
violator: And: And agrees to: Then:

Agrees to 
pay the 
pay the 
civil 
penalty1

1 The violator has 30 days from when you send the case to IES to pay the civil 
penalty. If within that 30-day period the violator has a change of heart and 
pays the civil penalty, then immediately notify IES by phone or FAX so that 
they can close the case. Failure to notify IES can result in embarrassment to 
the Agency and a loss of credibility to our civil penalty program. The address 
and phone numbers are: USDA, APHIS, IES, 4700 River Road, Unit 85, 
Riverdale, MD 20737. Phone 301/734-8684; FAX 301/834-4328.

Has the 
money to 
pay

HAVE the violator sign 
and date Section II

Does not 
have the 
money to 
pay

Mail the 
payment within 
3 days

Return with the 
payment within 
3 days

DELAY; DO NOT have 
the violator sign 
Section II until he or 
she returns with the 
payment 

Refuses 
to pay the 
civil 
penalty

See Refusal to Pay 
the Civil Penalty on 
page 2-4-14 or  
Refusal to Pay the 
Civil Penalty on 
page 3-4-13
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Distribution of PPQ Form 591
Use Table A-1-33 for distribution of PPQ Form 591.

TABLE A-1-33  Distribution of PPQ Form 591, Notice of Alleged Violation

If the violator: Then:

Immediately pays the 
civil penalty at the port

◆ KEEP Part 1 for port files

◆ GIVE Part 2 to the violator

◆ GIVE Part 3 to CBP Cashier

Agrees to mail the 
payment within three 
days to IES 
Headquarters

◆ SEND Part 1 and all other related documents (Officer’s and 
Violator’s Statements, copy of Customs Declaration, and any 
other evidence) to the following address:

USDA-APHIS-IES
4700 River Road, Unit 85
Riverdale, MD 20737

Phone: 301-734-8684

◆ GIVE Part 2 to the violator

◆ KEEP Part 3 for the port files

Refuses to pay the civil 
penalty

◆ SEND Part 1 and all other related documents (Officer’s and 
Violator’s Statements, copy of Customs Declaration, and any 
other evidence) to the following address:

USDA-APHIS-IES
4700 River Road, Unit 85
Riverdale, MD 20737

Phone: 301-734-8684

◆ GIVE Part 2 to the violator

◆ KEEP Part 3 for the port files
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PPQ Form 592, Notice of Violation 

FIGURE A-1-19  Example of PPQ Form 592, Notice of Violation
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PPQ Form 592, Notice of Violation
Purpose
PPQ Form 592 is used to issue spot settlements and document the 
following:

◆ Garbage violations on carriers

◆ Improper breaking of PPQ seals

◆ Failing to provide advance notification of arrival of carriers 
(aircraft, railroad cars (railcars), and vessels) when advance 
notification is required

◆ Unauthorized breaking of APHIS seals on vessel stores, galleys, 
and cargo (except meats and animal products and by–products)

This is the only form to be used for issuing spot settlements in the 
instances listed above. A civil penalty is initiated when the form is 
filled in and may be finalized (if penalty is paid) with this single 
document.

Instructions
If you use the paper PPQ Form 592 in lieu of the electronic form, then 
use an ink pen to complete the form on a hard surface, and press 
firmly to assure information will transfer to all copies. Follow the 
instructions in Table A-1-34.

TABLE A-1-34  Instructions for Completing PPQ Form 592, Notice of 
Violation 

Block Instructions

GARBAGE
SEALS
NOTIFICATION

Check appropriate block at the top of the form

1 Fill in city and State or city and country of port

2 Fill in the name of carrier and identification information 

◆ Vessels—include flag of registry (use the abbreviation list in 
Appendix H), type, and name; use three-letter country code

◆ Aircraft—enter the flight number

◆ Railroad cars—enter the railroad car number

3 Enter date of carrier arrival

4 ◆ Enter docking time for vessels

◆ Enter block time for aircraft

5 ◆ Fill in the name of the last foreign port

◆ List all previous coastwise (U.S.) ports

6 Enter the date and time the violation was discovered
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7 ◆ Fill in the name (last name first) of the owner/operator (specify)

◆ List the address (may be foreign) of the owner/operator

❖ List the Tax ID number of the owner or operator (specify) 
Vessels—Customs Form 1300, Masters Oath, lists the name and 
address of the owner and operator
Customs Form 1301, General Declaration, lists the name and 
address of the agent

◆ If the violation is breaking seals on cargo, then enter name and 
address of the cargo owner or importer (specify)

8 Fill in the name, address, and Tax ID number of the agent handling 
clearance formalities at port

9 ◆ Check all blocks which apply to the violation

◆ Describe conditions not adequately expressed by one or more of the 
printed statements under Remarks

Remarks ◆ Fill in information as to how you determined a garbage violation 
occurred, e.g., orange peels were found scattered on the deck and 
in uncovered garbage containers

◆ Never use the Remarks section for the Officer's Statement

◆ Attach the Officer's Statement when violation is sent to Riverdale

◆ Identify that off-loaded garbage came off a particular vessel or 
aircraft 

◆ Collect any evidence that shows that the garbage did originate from 
that vessel or aircraft (any document associated with the garbage 
showing the carrier's name or line, i.e., napkins, entertainment 
schedule)

10 Sign the form

11 Enter your badge number

12 Fill in the date

Sections II 1. Use Table A-1-35 on page A-1-101 and Table A-1-36 on 
page A-1-101 to determine if you should assess the spot settlement 
or if you must forward the form to IES for assessment 

2. If you should assess a spot settlement, then enter the amount using 
Table A-1-35 and Table A-1-36

3. Have the captain, owner, agent, or representative sign Section II and 
ask the signer to fill in his or her title and the date

4. If the violator signs Section II and pays the spot settlement, then 
continue to Section III of this table

5. If the violator refuses to sign Section II, then go to Section IV of this 
table

6. Go to Distribution of PPQ Form 592 on page A-1-102

TABLE A-1-34  Instructions for Completing PPQ Form 592, Notice of 
Violation  (continued)

Block Instructions
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Section III Receiving office/PPQ Officer completes at time violator pays civil 
penalty

1. Accept the funds to settle the civil penalty (accept only a postal 
money order, a company check, or a certified check drawn on a U.S. 
bank and made payable to "U.S. Treasury")

2. Enter the address of the receiving office, the check amount, and the 
date

3. Sign Section III
4. Complete APHIS Form 94, Record of Public Funds Received, and 

send along with funds received from violator, to ARI:

MAIL (U.S. Postal Service) Payment: USDA-APHIS-ARI
PO Box 952180, St. Louis, MO 63195-2182 

EXPRESS MAIL (FEDEX): Firstar Bank, Attn: Gov’t Box 9521801
1005 Convention Plaza, St. Louis, MO 63101 

5. GO TO  Distribution of PPQ Form 592 on page A-1-102

Section IV 1. See Table A-1-35 on page A-1-101 and Table A-1-36 on 
page A-1-101

2. Have the violator who refuses to pay the penalty acknowledge 
receipt of the form by signing Section IV, and ask the signer to fill in 
his or her title and date to acknowledge receipt of the form

3. Allow the owner, operator, or representative to write a statement of 
explanation

4. If the violator pays the penalty within 3 work days, then go to Section 
III of this table

5. GO TO  Distribution of PPQ Form 592 on page A-1-102

TABLE A-1-34  Instructions for Completing PPQ Form 592, Notice of 
Violation  (continued)

Block Instructions

Important

The violator has 30 days from the date you send the 
case to IES to pay the civil penalty. If within that 
30-day period the violator has a change of heart and 
pays the civil penalty, then immediately notify IES by 
phone or by FAX (USDA-APHIS-IES, 4700 River Road, 
Unit 85, Riverdale, MD 20737; phone 301/734-8684; 
FAX 301/834-4328), so that they can close the case. 
Failure to notify IES can result in embarrassment to 
the Agency and a loss of credibility to our civil penalty 
program.

Important

EXCEPTION: If VS Form 16-78 is completed for foreign shipments 
of cooked beef or transiting shipments, then discard Part 3.
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TABLE A-1-35  Determine if You Should Assess a Spot Settlement for a Violation

If the violation is:
And the 
carrier is: And the violation is: Then:

In adequate 
notification of 
arrival

Aircraft or 
railcar

First, second, third, or 
fourth

FILL in $1,000

Fifth or beyond FORWARD the complete case 
file to IES with Section II blank 

Vessel First FILL in $500

Second FILL in $1,000

Third or beyond FORWARD the complete case 
file to IES with Section II blank 

Breaking of 
APHIS seals

First FILL in $1,000

Second or beyond FORWARD the complete case 
file to IES with Section II blank 

Related to 
garbage

GO to Table A-1-36 on 
page A-1-101

TABLE A-1-36  Determine if You Should Assess a Spot Settlement for a Garbage 
Violation

If the violation is:
And the 
carrier is: And the violation is: Then:

Unauthorized 
removal or 
handling of 
garbage 
(without a 
compliance 
agreement)

Aircraft. 
vessel, or 
railcar

First FILL in $1,000

Second FORWARD the complete case 
file to IES with Section II blank 

Committed while 
operating with a 
suspended compliance 
agreement

FORWARD the complete case 
file to IES with Section II blank 

Improper removal 
or handling of 
regulated 
garbage
(under 
compliance 
agreement)

Aircraft, 
vessel, or 
railcar

First and the violator 
promptly corrects the 
situation

FILL in $500

First and the violator 
does not correct the 
situation and does not 
adequately explain why

FILL in $1,000

Second FILL in $1,500

Third FILL in $2,000

Fourth or beyond FORWARD the complete case 
file to IES with Section II blank 
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Distribution of PPQ Form 592
Distribute PPQ Form 592 as shown in Table A-1-37.

Improperly 
maintaining 
regulated 
garbage outside 
rails, leaking, 
uncovered 
containers, or 
loose on deck

Vessels First FILL in $1,000

Second FORWARD the complete case 
file to IES with Section II blank 

TABLE A-1-37  Distribution of PPQ Form 592, Notice of Violation

If the violator: And: Then:

Signs Section 
II1 or Section 
IV

1 If the penalty is not paid on the vessel, send or FAX a copy of the violation to the vessel's agent.

Pays the 
penalty within 3 
work days

◆ ENSURE that the title and date blocks are filled in

◆ GIVE Part 1 to the person paying the penalty (at the 
time of paying)

◆ KEEP Part 2 for the port files

◆ GIVE Part 3 to the person signing PPQ Form 592 
Section II (at time of signing)

Fails to pay the 
penalty within 3 
work days

◆ ENSURE that the title and date blocks are filled in

◆ FORWARD Part 1 and all supporting documents 
(such as PPQ Form 288 and the Violator's and 
Officer's Statements) to the following address:

USDA-APHIS-PPQ-IES
4700 River Road, Unit 85
Riverdale, MD 20737

Phone 301-734-8684

◆ KEEP Part 2 for the port files

◆ GIVE Part 3 to to the person signing PPQ Form 592 
Section II (at time of signing)

Refuses to 
sign Section II 
or Section IV

◆ FORWARD Part 1 and all supporting documents 
(such as PPQ Form 288 and the Violator's and 
Officer's Statements) to the following address:

USDA-APHIS-PPQ-IES
4700 River Road, Unit 85
Riverdale, MD 20737
Phone 301-734-8684

◆ KEEP Part 2 and 3 for the port files

TABLE A-1-36  Determine if You Should Assess a Spot Settlement for a Garbage 
Violation (continued)

If the violation is:
And the 
carrier is: And the violation is: Then:
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VS Form 10-4, Specimen Submission

FIGURE A-1-20  Example of VS Form 10-4, Specimen Submission (front) 
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VS Form 10-4, Specimen Submission
FIGURE A-1-21  Example of VS Form 10-4, Specimen Submission (back) (continued)
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VS Form 10-4, Specimen Submission
Purpose
VS Form 10-4 accompanies samples sent to NVSL in Ames, Iowa, for 
laboratory testing needed to determine entry status. In addition, VS 
Form 10-4A, a continuation sheet, is to be used when sending 10 or 
more samples for testing.

Instructions
See Table A-1-38 to complete the form.

TABLE A-1-38  Instructions for Completing PPQ Form 10-4, Specimen 
Submission 

Block Instructions

1 Enter your name, duty station, and office telephone number

2 Enter the name and address of the consignee, broker, or agent

3, 4, 5, 6 Leave blank

7 ◆ Enter the test procedure you are requesting; for PPQ purposes this would 
be one of the following: animal species, disinfectant percentage, internal 
temperature (protein coagulation), pH level

◆ When submitting samples of sodium carbonate with sodium silicate:

❖ Specify that the examination requested is for concentrate of sodium

❖ Submit samples in plastic containers; never use glass containers

❖ DO NOT refer to any specific disease (such as FMD) when submitting 
samples to determine pH level or internal temperature

8 Enter the name of the PPQ officer who collected the sample from the 
importer

9 Enter the date collected

10 Enter "HQ, PPQ, VMO"

11 Mark the Import box

12 Enter the country of origin

13 Leave blank

14 Mark the appropriate preservation used (preserved condition of product as 
imported)

15 ◆ Mark the appropriate specimen being submitted

◆ Mark the Other box and enter unknown if the specimen is unknown

16 Enter the total number of specimens submitted

17 ◆ Mark the appropriate species or source submitted

◆ Mark the Other box and enter unknown if the specimen is unknown

18 Leave blank
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VS Form 10-4, Specimen Submission
Distribution of VS Form 10-4
Distribute VS Form 10-4 as directed in Table A-1-39.

Results of Tests
The test results will be telephoned or faxed to PPQ, VRS. PPQ, VRS will 
inform the origination office. Exception: Test results of disinfectant 
samples will be mailed directly to the port. If test results other than 
for disinfectant are not received within 4 working days of submission, 
contact PPQ, VRS by telephone at 301/734-7633.

19 ◆ Enter the sample identification as consecutive numbers beginning with 1

◆ Enter the animal identification with a sequence of numbers legible by 
laboratory personnel; e.g., all or the last part of the air waybill would be 
a good identification number

◆ Mark all containers (not lids) with the identification numbers

◆ Leave blank the columns Age and Sex

20 ◆ Enter any information about the history of submission, sex of 
importation, number of containers, number sampled, and additional 
information

◆ Indicate the articles being submitted for disinfectant samples

◆ Add the statement "Please phone or FAX the results to the PPQ office 
that submitted the request" for all other submissions

21 Sign and date the form

TABLE A-1-39  Distribution of VS Form 10-4, Specimen Submission

If: And it: Then:

Parts 1–3 Includes a specimen sample for 
identification of disinfectant 
percentages

SEND using overnight mail to: 
USDA–APHIS National Veterinary 
Services Laboratories 
Chemistry Section
PO Box 844
Ames, IA 50010

Specimen sample is for other than 
disinfectant percentages

CONSULT with PPQ, VRS at 
301/734-7633 

Part 4 USDA–APHIS–PPQ–VRS
4700 River Road, Unit 129
Riverdale, MD 20737-1236

Part 5 File

TABLE A-1-38  Instructions for Completing PPQ Form 10-4, Specimen 
Submission  (continued)

Block Instructions
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VS Form 16-78, Report of Entry, Shipment of Restricted Imported Animal Products and Animal By-Products, and Other 
VS Form 16-78, Report of Entry, Shipment of Restricted Imported Animal 
Products and Animal By-Products, and Other Material 

FIGURE A-1-22  Example of VS Form 16-78, Report of Entry, Shipment of Restricted Imported Animal 
Products and Animal By-Products, and Other Material
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VS Form 16-78, Report of Entry, Shipment of Restricted Imported Animal Products and Animal By-Products, and Other 
Purpose
VS Form 16-78, Report of Entry, Shipment of Restricted Imported 
Animal Products and Animal By-Products, and Other Material, is used 
to accompany all restricted animal products moving to approved 
establishments or bonded warehouses from the port of entry.

Instructions
Complete VS Form 16-78 (FEB 2002) using the instructions in 
Table A-1-40. Previous editions of the form are obsolete.

TABLE A-1-40  Instructions for Completing VS Form 16-78, Report of Entry, 
Shipment, of Restricted Imported Animal Products and Animal 
By-Products, and Other Material

Block Instructions

1 Optional—used for identification by the port of entry if needed

2 Fill in the name port of arrival (city, State)

3 Fill in the name and address of the importer or consignee

4 List the name of the country of origin

5 List the Customs Entry Number (if applicable) or air waybill number

6 List the product or material

7 List the date of arrival

8 List the name of the AVIC in the State the approved establishment is 
located (See "List of Veterinarians" in the Animal Product Manual)

9 List the name of incoming carrier

10 List the name of carrier moving the importation/shipment to the 
address in Block 14 

11 Identify the seal numbers and whose they are, e.g., USDA, Customs

12 List in pounds only, the total quantity received at the port of arrival

13 List the number of units and type of units (box, bundle, carton, cask, 
etc.) received at the port of arrival

14 If the importation is for animal products or by-products moving to an 
approved establishment, then list the name, address, zip code, and 
phone number of the approved establishment (see "List of Approved 
Establishments) in the Animal Product Manual

15 List in pounds the total weight of the shipment moved from the port of 
entry to the approved establishment

16 List the total number of units and type of units moved from the port of 
entry to the approved establishment
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VS Form 16-78, Report of Entry, Shipment of Restricted Imported Animal Products and Animal By-Products, and Other 
Distribution of VS Form 16-78
Distribute VS Form 16-78 as directed in Table A-1-41.

17 List items such as air waybill number and detailed description of animal 
product

18 Print the name of the inspector and sign

19 List the name and location of the work station

20 List the date

21-32 Leave blank; these blocks will be completed by the approved 
establishment

TABLE A-1-41  Distribution of VS Form 16-78, Report of Entry, Shipment of 
Restricted Imported Animal Products and Animal Products, and 
Other Material

If: Then:

Part 1 MAIL to address in Block 4

Part 2 SEND with the importation/shipment by attaching to the form to the shipping 
documents or to the cargo or give the form to the importer

Part 3 FAX1 to the Area Veterinarian in Charge in the State where the approved 
establishment is located (see Appendix H in the Animal Product Manual for the 
AVIC FAX number)

1 Even though the form itself directs you to mail, disregard mailing and FAX the form to the AVIC.

Part 4 KEEP for the port files

TABLE A-1-40  Instructions for Completing VS Form 16-78, Report of Entry, 
Shipment, of Restricted Imported Animal Products and Animal 
By-Products, and Other Material (continued)

Block Instructions
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VS Form 17-8, Agreement of Pet Bird Owner
VS Form 17-8, Agreement of Pet Bird Owner

FIGURE A-1-23  Example of VS Form 17-8, Agreement of Pet Bird Owner
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VS Form 17-8, Agreement of Pet Bird Owner
Purpose
VS Form 17-8, Agreement of Pet Bird Owner, is used for the following 
importations:

◆ Canadian origin pet birds which were in the owner's possession 
for 90 days or more

◆ U.S. origin pet birds reentering the country without a health 
certificate, and the owner chooses to abandon the birds for VS 
disposition

◆ Foreign origin pet birds entering the country and the owner 
chooses to return the birds to the country of origin or abandon 
the birds for VS disposition

◆ Foreign origin pet birds accompanied by their owners and in 
transit directly to Canada

The form is only to be completed for pet birds; do not complete for 
poultry or pigeons.

Instructions
Complete VS Form 17-8 using the instructions in Table A-1-42.

TABLE A-1-42  Instructions for Completing VS Form 17-8, Agreement of Pet Bird 
Owner

Block Instructions

1-6 Fill in

7 1. The pet bird owner must complete and sign either Box A, B, C, or D
2. If the owner refuses to sign the form, then advise the owner that 

option D is automatically placed in effect
3. Attach a note to the form explaining the circumstances
4. Let VS know if the owner is going to contact VS

7A 1. Fill address where the birds will be held for 30 days
2. List the name, address, and telephone number of the VS Area 

Veterinarian in Charge for the State where the bird will be held
(see Appendix H of the Animal Product Manual)

3. Have the owner sign and date the form and list a phone number
4. Sign as a witness to the owner's signature

7B Fill in if appropriate

7C 1. Have owner fill in the name of the country to which the birds are 
being exported

2. Have the owner sign and date the form

7D Have owner sign and date the form when the owner abandons the birds 
to APHIS

8-9 Fill in
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Appendix A: Completing Forms
VS Form 17-8, Agreement of Pet Bird Owner
Distribution of VS Form 17-8
Distribute VS Form 17-8 as instructed in Table A-1-43.

10 If postentry by carrier, enter postentry number

11-14 Fill in

15-20 Leave blank; VS will complete

TABLE A-1-43  Distribution of VS Form 17-8, Agreement of Pet Bird Owner

If: Then:

Original GIVE to VS

Second copy GIVE to pet bird owner

Other copies GIVE to VS as arranged locally between PPQ and VS

TABLE A-1-42  Instructions for Completing VS Form 17-8, Agreement of Pet Bird 
Owner

Block Instructions
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Appendix A: Completing Forms
APHIS Form 94, Record of Public Funds Received
APHIS Form 94, Record of Public Funds Received

FIGURE A-1-24  APHIS Form 94, Record of Public Funds Received (blank)
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Appendix A: Completing Forms
APHIS Form 94, Record of Public Funds Received
Purpose
APHIS Form 94, Record of Public Funds Received, is used to document 
the receipt and transmittal of collections, such as funds (postal money 
order, or company check or certified check drawn on U.S. Bank and 
made payable to "U.S. Treasury") accepted to settle civil penalties. 

Instructions
After you accept the funds to settle the civil penalty, then complete 
APHIS Form 94, using Table A-1-44 below. 

TABLE A-1-44  Instructions for Completing APHIS Form 94, Record of Public Funds 
Received

Block Instructions

1 Enter transmittal number (submitting office enters number to use for tracking 
APHIS 94)

2 Enter the date you submit the form

3 Enter "USDA, APHIS, PO Box 952180, St. Louis, MO 63195-2180" 

4 Enter the complete name, address, (street, city, state, zip code, etc.) of the 
submitting office (the receipted copy will be mailed back to this address)

5 Enter the date you receive the check or money order

6 Leave blank (MBS use only)

7 Enter the amount of the check or money order; use a separate line for each 

8 Enter the name of the remitter

9 Enter your 10-digit accounting code, the budget object code, the agreement 
number, phytosanitary certificates, Animal By-Product certificates, bill number, or 
reason for the check (jury duty, travel rebate, etc.) 

10 Add the line amounts from Block 7, and then enter the total amount

11 Sign the form as the APHIS 94 submitter

12 Enter your title and telephone number

13-16 Leave blank (MBS use only)

Important

The 10-digit accounting code and the 4-digit budget object code 
must be listed for each payment.
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APHIS Form 94, Record of Public Funds Received
Distribution 
Send the completed APHIS Form 94 along with the funds received 
from the violator to ARI at either of the following addresses:

U.S. Mail (U.S. Postal Service) Payment: USDA-APHIS-ARI, PO 
Box 952180, St. Louis, MO 63195-2182

EXPRESS MAIL (FEDEX) Payment: Firstar Bank, Attn: Gov’t Box 
9521801, 1005 Convention Plaza, St. Louis, MO 63101

Keep a copy of the completed APHIS Form 94 for your files. If you have 
not received a receipted copy from MRP-MBS within 3 weeks of 
submitting the APHIS 94, then notify the Accounts Receivable Team.
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APHIS Form 94, Record of Public Funds Received
 APHIS Form 7060, Official Warning—Violation of Federal Regulations 

FIGURE A-1-25  Example of APHIS Form 7060, Official Warning—Violation of Federal Regulations
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Appendix A: Completing Forms
APHIS Form 94, Record of Public Funds Received
Purpose
Use this form only for first-time violations. There must not have been 
a deliberate attempt to circumvent the regulation. The Port Director 
must decide if a warning letter is sufficient to gain compliance. 
Usually only Port Directors issue and sign warning letters, but 
Compliance Officers may also issue them.

Instructions

TABLE A-1-45  Instructions for Completing APHIS Form 7060, Official 
Warning—Violation of Federal Regulations

Block Instructions

Case No. Leave blank

(The case number is not assigned until the Investigative and 
Enforcement Services copy of the form is received by IES staff in 
Riverdale, Maryland; however, if an investigator has been involved with 
the case, the investigator will have the case number)

Violator ◆ Enter the name of the alleged violator

◆ Enter the name of the business if there is a business

Address ◆ Enter the address of the alleged violator

◆ Enter the business address is there is a business

Description of 
Violation

1. Enter the date of the violation in the blank spaces provided at the 
top of this section

2. Cite the section of the regulation violated
3. Describe the alleged violation

APHIS Sign your name in full
(This block is for the signature of the Official, the Port Director or the 
Compliance Officer, not necessarily the officer reporting the violation)

EXAMPLE 1. 7CFR, Section 330.400 and 9CFR Section 94-5—
Global Airways at JFK International Airport failed to unload 
regulated garbage from Global Airways Flight 101 in tight, 
leak-proof containers. Moreover, they failed to take the 
regulated garbage to an approved facility as required.

2. 7CFR, 319.56—Sun Produce Co. imported 56 cases of 
prohibited mangoes from Mexico at the Port of Nogales, 
AZ.

3. 7CFR, 301.45—Blue Spruce Nurseries moved 134 
balled and burlaped pine trees from a generally infested 
area to outside the Gypsy Moth quarantined area.

4. 7CFR, 319.56—Phoenix Warehouse released 
110 cartons of green beans from El Salvador without the 
required treatment.

5. 7CFR, 319.74—Ritecut Florists imported 32 
boxes of fresh, cut roses from Colombia through the 
Port of Miami without a permit.
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APHIS Travelers Aid Letters for Civil Penalty Payment
Compliance
If the officer or Port Director hand delivers this form to the violator or 
company, have the violator or his agent sign and date the form where 
it says, "For Personal Service-Received By." This is not mandatory but 
strongly encouraged. The next-to-the-last block at the bottom of the 
form is where you have the violator sign and date.

If the port sends the form to the violator or company, use certified mail 
and put the certified number issued by the Post Office in the block at 
the bottom of the form.

Distribution of APHIS Form 7060
Distribute APHIS Form 7060 as directed in Table A-1-46 below.

APHIS Travelers Aid Letters for Civil Penalty Payment

Purpose
The APHIS Travelers Aid letters of instruction are issued to violators 
who do not have the currency on hand to pay the spot settlement, but 
elect to pay the settlement by money order or check drawn on a U.S. 
bank within 3 days. See Collecting the Spot Settlement on 
page 2-4-13 and Collecting the Spot Settlement on page 3-4-12 for 
more information. 

Date Issued Enter the date the warning letter is issued; this may not be the date of 
the violation but should be as close to that date as possible

TABLE A-1-46  Distribution of APHIS Form 7060, Official Warning—Violation of 
Federal Regulations

If: Then:

Part 1 ◆ Give this original to the alleged violator

◆ Attach a copy of the regulation violated (if practicable)

Part 2 Keep this copy for your port records
(you may need to submit this copy to APHIS Investigative and 
Enforcement Services as evidence of an initial violation for any 
subsequent official violations)

Part 3 Send this copy to: 
Staff Director
USDA, APHIS, IES
Unit 85
4700 River Road
Riverdale, MD 208737-1234
(Part 3 will be used by IES for tracking by computer)

TABLE A-1-45  Instructions for Completing APHIS Form 7060, Official 
Warning—Violation of Federal Regulations

Block Instructions
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APHIS Travelers Aid Letters for Civil Penalty Payment
Instructions
If the violator elects this method of payment, then follow port policy 
and give the appropriate letter of instruction to the violator. There are 
two different letters of instruction: one for payment by personal or 
cashier’s check or money (see Figure A-1-26), and the other letter is 
for payment by cashier’s check or money only (see Figure A-1-27). 

Before giving the letter to the violator, be sure to enter on the letter the 
amount of the assessed civil penalty and the address the violator 
should mail the payment to.
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APHIS Travelers Aid Letters for Civil Penalty Payment
FIGURE A-1-26  Prepared Letter of Instruction for Mail-In Payment By Check (Personal or Cashier’s) or 
Money Order
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APHIS Travelers Aid Letters for Civil Penalty Payment
FIGURE A-1-27  Prepared Letter of Instruction for Mail-In Payment By Certified Check or Money Order Only 
(No Personal Checks)
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